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PROCEDURE  FOR  COMMODITY  DISTRIBUTION 


SECTION  I 


INTRODUCTION 


A . General  De script  ion  of  the  Distribution  Program 

The  State  Emergency  Relief  Board  has  sponsored  a WPA  project  to 
distribute  food  and  material  commodities  to  those  persons  or  organizations 
which  are  eligible  to  recei\7e  them.  These  commodities  are  made  available 
to  the  State  Emergency  Relief  Board  through  the  Federal  Surplus  Commodities 
Corporation  in  Washington,  through  the  State  Emergency  Relief  Board  spon- 
sored Sewing  Rooms  operated  by  the  Women’s  Division  of  the  Works  Progress 
Administration. 

Provisions  are  also  made  in  the  Distribution  Project  to  process 
and  repackage  for  distribution  any  bulk  food  commodities  made  available 
by  the  Federal  Surplus  Commodities  Corporation. 

B.  Policies  Established 


The  State  Emergency  Relief  Board  has  established  a Distribution 
Department  and  through  the  Director  of  Distribution  maintains  an  adminis- 
trative staff  sufficient  to  properly  administer  the  state-wide  distribution 
of  commodities . 

The  administrative  staff  consisting  of  the  Director  and  his  Super- 
visors executes  the  policies  set  forth  by  the  Federal  Surplus  Commodities 
Corporation  for  the  distribution  of  commodities  and  originates  and  executes 
in  addition  to  these  policies  such  procedures  and  policies  deemed  necessary 
by  the  State  Emergency  Relief  Board  for  the  proper  distribution  of  and  ac- 
counting for  all  commodities  handled  by  the  Distribution  Department. 

This  staff  properly  allocates  to  those  eligible  to  receive  them 
all  commodities  provided  for  distribution  in  the  state.  It  also  maintains 
all  records  necessary  in  the  distribution  of  commodities  and  submits  to  Wash- 
ington all  reports  required  by  the  Federal  Surplus  Commodities  Corporation. 

All  communications  pertaining  to  the  administration  of  Commodity 
Distribution  shall  be  directed  to  the  Director  of  Commodity  Distribution, 
State  Emergency  Relief  Board,  147  North  Cameron  Street,  Harrisburg,  Penn- 
sylvania. 

C.  Plan  of  Distribution 


In  the  distribution  of  surplus  commodities  two  systems  are  used: 

1.  Retail  Store  System 

2.  Door-te-Door  Delivery  System 
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The  distribution  of  food  commodities  will  be  carried  on  by  the 
Retail  Store  System  through  the  medium  of  retail  grocery  outlets. 

Clothing,  white  goods,  etc.,  will  be  distributed  by  the  Door- 
to-Door  Delivery  System  to  the  recipient’s  home  from  warehouses  established 
in  each  county  or  relief  area. 

D.  Relation  to  Relief  Division 


The  Relief  Division  will  cooperate  with  the  Distribution  Depart- 
ment by  issuing  requisitions  for  any  clothing,  white  goods,  etc.,  that  may 
be  made  available  for  a particular  county  or  relief  area.  Issuance  of  such 
requisitions  should  be  based  on  the  need  and  eligibility  of  relief  recipients. 

The  detailed  responsibility  of  the  local  Relief  Division  in  the 
Distribution  Program  is  outlined  under  Section  IY  of  this  Procedure. 

E . Relation  to  the  Financial  Division 

The  Financial  Division  will  cooperate  wit  El  the  Distribution  De- 
partment by  mailing  to  relief  recipients,  upon  receipt  of  proper  notifi- 
cation from  Zone  Supervisors,  commodity  tickets  used  by  the  Distribution 
Department  in  the  distribution  of  food  commodities.  The  Financial  Division 
will  maintain  sufficient  records  to  account  for  the  receipt  and  disposition 
of  these  commodity  tickets. 

The  detailed  responsibility  of  the  local  Financial  Division  in 
the  Distribution  Program  is  outlined  under  Section  III  of  this  Procedure. 


PROCEDURE  FOR  COMMODITY  DISTRIBUTION 


SECTION  II 

ORGANIZATION  and  STAFF  FUNCTIONS 
of  the 

DISTRIBUTION  DEPART!' IENT 


ORGANIZATION 


The  Distribution  Department  of  the  State  Emergency  Relief 
Administration  is  under  the  direction  of  the  Director  of  Distribution 
and  is  organized  as  follows: 

1 . Adnii  ni  s t r at  i on 

2.  Food  Processing  and  Distribution 

3.  Clothing  Production  and  Distribution 

4.  Accounts  and  Reports 

5.  'farehousing 

6.  Zone  Offices 

STAFF  FUNCTIONS 

A.  Director  of  Distribution 


The  Director  of  Commodity  Distribution  is  responsible  to  the 
Executive  Director  of  the  State  Emergency  Relief  Board  for  the  proper 
distribution  of  and  accounting  for  all  Federal  Surplus  Commodities; 
all  products  of  State  Emergency  Relief  Board  Sponsored  Sewing  Rooms 
and  any  products  of  localljr  sponsored  VJPA  Sewing  Rooms  were  made 
available  by  local  sponsors.  He  directs  all  distribution  activities. 

B.  Supervisor  of  Administration  and  Field  Staff 


The  Supervisor  of  Administration  and  Field  Staff  is  respon- 
sible to  the  Director  of  Distribution,  assisting  that  official  in 
directing  the  detailed  activities  of  the  Distribution  Program,  and 
has  direct  supervision  of  the  Field  Staff. 

1.  Field  Staff 

The  Field  Staff  is  responsible  for  the  proper 
functioning  of  the  Distribution  Zones  relative  to  the  policies  ana 
procedures  of  the  Distribution  Program  and  coordinates  the  field  ac- 
tivities of  the  Distribution  Department  between  Distribution  Zones 
and  with  the  Local  Relief  and  Financial  Divisions.  District  NPA  Areas 
and  SERB  Sponsored  Sewing  Room  Projects. 
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C . Supe rvi  sor  of  good  Processing  and  Pi  stribution 

The  Supervisor  of  Pood  Processing  and  Distribution  is  responsible 
to  the  Director  of  Distribution  for  the  supervision  of  all  activities  neces- 
sary in  the  receipt  and  distribution  of  all  food  commodities  and  directs 
the  activities  in  connection  with  the  processing  of  food. 

1 . Assistant  Supervisor  of  Food  Processing  and  Distributio 

The  Assistant  Supervisor  of  Food  Processing  and  Distribu- 
tion supervises  the  arrangement  of  all  necessary  details  in  connection  with 
the  processing  of  food  commodities  for  distribution. 

D . Supervisor  of  Clothing  Production  and  Distribution 


The  Supervisor  of  Clothing  Production  and  Distribution  is  respon- 
sible to  the  Director  of  Distribution  for  the  supervision  of  all  activities 
necessary  in  the  receipt  and  distribution  of  white  goods,  clothing,  etc. 
including  distribution  from  warehouses  to  relief  recipients. 

E .  Supervisor  of  Accounts  and  Reports 


The  Supervisor  of  Accounts  and  Reports  is  responsible  to  the  Director 
of  Distribution  for  the  proper  accounting  of  all  inventories  and  expenditures 
and  the  assembling  of  all  necessary  records  and  reports  in  connection  with 
the  distribution  program  and  establishes  and  controls  the  accounting  pro- 
cedure in  Zone  Offices. 

F.  Supervisor  of  Warehousing. 


The  Supervisor  of  Warehousing  is  responsible  to  the  Director  of 
Distribution  for  the  methods  used  in  the  receiving,  shipping  and  warehousing 
of  all  commodities  with  regard  to  the  conservation  and  efficient  utilization 
of  space.  Directs  the  activities  of  the  Marsh  Run  Central  Warehouse  rela- 
tive to  the  receipt,  distribution  and  warehousing  of  commodities. 

G-.  Zone  Supervisors 

Zone  Supervisors  are  responsible  and  accountable  to  the  Director 
of  Distribution  for  all  commodities  distributed  and  commodity  inventories 
maintained  within  the  Zone  and  for  the  administration  of  all  Zone  and  County 
Warehouses.  They  advise  and  instruct  all  distributors  on  methods  pertaining 
to  the  accounting  for  the  proper  functioning  of  food  distribution;  arrange 
with  the  local  County  or  Area  Financial  Divisions  for  the  mailing  of  food 
commodity  orders  and  receive  and  fill  requisitions  for  clothing,  white  goods, 
etc.  issued  to  relief  recipients  living  within  the  county  in  which  the  Zone 
Office  is  located. 
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PROCEDURE  FOR  COMMODITY  DISTRIBUTION 


SECTION  III 

DISTRIBUTION  ‘0F  FOODSTUFFS 
GENERAL 


A.  Introduction 


Food  Commodities  are  made  available  by  the  Federal  Surplus 
Commodities  Corporation  for  distribution  to  relief  clients  of  the 
State  Emergency  Relief  Board  and  other  designated  groups.  In  some 
instances,  commodities  are  purchased  by  SERB  under  F.S.C.C.  purchase 
authority  with  funds  ear-marked  for  such  purpose. 

Most  of  the  commodities  received  are  already  processed 
and  available  for  immediate  consumption.  However,  some  commodities 
received  require  additional  processing  or  repacking  in  units  suitable 
for  distribution  which  work  is  done  under  the  supervision  of  SERA  at 
Zone  Warehouses  or  at  the  Marsh  Run  Central  Warehouse  with  labor 
furnished  by  the  Works  Progress  Administration. 

The  SERA  has  divided  the  state  into  six  zones  for  the  purpose 
of  distributing  surplus  commodities  with  each  zone  under  the  supervision 
of  a Zone  Supervisor.  Selection  of  these  zones  has  been  based  on  normal 
trade  routes  used  for  commodity  distribution.  Distribution  is  carried  on 
through  the  medium  of  Wholesale  and  Retail  Grocery  outlets. 

’Then  certain  commodities  are  available  for  distribution,  a 
"Notice  of  Allotment"  form  is  received  from  the  F.S.C.C.  by  the  SERA. 

A "Letter  of  Acceptance"  is  then  sent  to  the  F.S.C.C.  by  the  Director 
of  Commodity  Distribution,  who,  in  turn,  advises  the  Zone  Supervisor 
of  the  amount  and  type  of  commodity  available.  The  Zone  Supervisor 
requisitions  the  Director  of  Commodity  Distribution  on  a Requisition, 

Form  DD-1 , for  Zone  allotments.  The  Director  of  Commodity  Distribution 
then  requests  the  F.S.C.C.  to  ship  in  carload  lots  the  desired  commodities 
in  accordance  with  requisitions  received  from  Zone  Supervisors.  These 
requests  are  forwarded  to  the  F.S.C.C.  on  Carload  Lot  Shipping  Instruct- 
ions, Form  F.S.C.C.  10. 

The  Zone  Supervisor  notifies  the  Local  County  or  Area  Comptrollers 
that  they  are  to  issue  Surplus  Commodity  Orders,  SERB  Form  101,  giving  them 
full  instructions  as  to  date  on  which  orders  are  to  be  released,  the 
number  of  orders  to  be  issued  to  each  case  and  the  length  of  time  during 
which  those  orders  may  be  issued.  The  orders  are  sent  from  the  Distribu- 
tion Department  to  the  Local  County  or  Area  Comptrollers,  and  the  commodi- 
ties are  distributed  through  commercial  wholesale  and  retail  distribution 
outlets. 


The  program,  for  distributing  surplus  food  commodities  does 
not  in  any  way  interfere  with  the  procedure  now  followed  by  vendors  in 
filling  the  regular  relief  food  orders.  Commodity  orders  do  not  constitute 
a claim  against  the  State  Administration  or  County  or  Area  Relief  Boards 


but  are  merely  an  order  to  supply  commodities  whenever  they  are  avail- 
able . 


B.  Wholesale  Distributors . 


Wholesale  Distributors  are  selected  upon  the  basis  of  in- 
formation contained  in  a questionnaire  submitted  to  them  and  the  result 
of  an  investigation  by  a representative  of  the  State  Administration. 

The  purpose  of  the  questionnaire  and  investigation  is  to  enable  the  State 
Administration  to  determine  whether  the  Distributor  can  handle  all  phases 
of  distribution  in  order  to  best  serve  the  needs  of  the  County  or  Area 
Relief  Board  and  their  recipients.  It  is  essential  that  all  data  requested 
on  the  questionnaire  form  be  given  correctly  and  completely  in  detail. 

1 . Qualif icati on  s 


Bach  wholesale  Distributor  shall  be  required  to  possess  the 
following  qualifications: 


a.  Financial  responsibility 


b.  Adequate  service  facilities 


c.  Adequate  coverage  within  the  relief  area 


d.  Adequate  storage,  both  cold  and/or  dry,  and  receiving 
facilities.  (Since  commodities  may  be  sent  in  carload  lots  for  delivery, 
it  is  necessary  that  the  wholesale  Distributor  have  a railroad  siding.) 


In  order  to  centralize  the  problem  of  control,  reduce  shrink- 
age to  a minimum  and  facilitate  the  handling  of  clerical  detail,  the 
number  of  wholesale  Distributors  is  kept  at  a minimum.  The  selection 
of  these  Distributors  will  rest  entirely  upon  their  ability  to  render 
the  necessary  service  outlined,  regardless  of  whether  they  be  members 
of  a local,  sectional  or  national  chain  organization,  or  an  independent 
unit.  Wholesalers  are  not  required  to  sign  a formal  contract.  However, 
each  wholesaler  must  acknowledge  in  writing  that  he  will  comply  with 
all  the  rules  and  regulations  of  the  State  Emergency  Relief  Administra- 
tion, and  that  the  rates  for  the  services  performed  are  acceptable. 

2.  Reimbursement 


Bees  for  distribution  paid  to  licensed  distributors  will  be 
fifteen  cents  (lSd)  per  hundred  pounds  gross  weight  when  merchandise 
is  delivered  from  zone  warehouses.  Ten  cents  (10 i)  per  hundred  pounds 
gross  additional  is  allowed  when  merchandise  is  shipped  directly  to 
the  distributors  in  carload  lots. 


C.  Retail Distributors 

Retail  grocers  shall  be  given  notice  in  writing  by  the  Zone 
Supervisor  to  inform  them  of  the  commodity  program,  to  give  them  the 
opportunity  of  participating  in  the  program,  and  to  warn  them  against 
unauthorized  activities.  Wholesale  Distributors  shall  cooperate  with 
the  Zone  Supervisor  in  acquainting  retail  grocers  with  desired  details 


3 


such  as  the  type  of  commodities  distributed  and  responsibility  involved. 
1 . Quali ficati on  s 


In  order  to  participate  the  retail  grocer  must  fulfill  the  fol- 
lowing qualifications  as  set  forth  in  a questionnaire: 

a.  Financial  responsibility 

b.  Adequate  service  facilities 

c.  Dry  and/or  cold  storage  facilities 

Any  Retailer  qualifying  shall  be  required  to  sign  an  agree- 
ment to  distribute  relief  commodities  under  conditions  and  regulations 
imposed  by  the  State  Administration,  without  remuneration,  and  shall 
receive  if  qualified,  a permit  which  he  shall  display  prominently, 
authorizing  him  to  participate  in  the  program. 

In  order  to  protect  the  Retailers  who  are  unable  to  fulfill 
the  qualifications  required,  the  following  measures  are  instituted; 

(a)  A printed  slip  will  be  enclosed  with  the  first  Surplus 
Commodity  Order  asking  that  the  client  take  his  commodity  order  to  his 
regular  grocer. 

(b)  No  newspaper  advertising  of  any  kind  concerning  commodity 
orders  will  be  permitted  by  an  authorized  retail  grocer,  except  as  author- 
ized by  the  State  Administration. 

(c)  The  display  of  a permit  by  authorized  grocers  will  pre- 
vent the  relief  recipient  from  taking  commodity  orders  to  dealers  who  are 
unauthorized,  eliminating  the  possibility  of  the  latter  dealers  filling 
commodity  orders  with  merchandise  other  than  Federal  Surplus  Commodities. 

D.  Health  Control 


All  Federal  Surplus  Commodities  must  be  inspected  by  an  author- 
ized food  inspector  before  they  are  distributed,  and  if  the  occasion 
arises  where  the  inspection  must  be  paid  for,  proper  authorization  should 
be  received  from  the  Director  of  Commodity  Distribution  at  Harrisburg. 
This  inspection  is  a necessary  protection  to  the  recipient,  the  distribu- 
tors, and  to  the  State  and  County  ERA'S. 

The  person  designated  by  the  Zone  Supervisor  shall  certify 
his  inspection  on  the  pink  copy  of  FSRC  Form  10  or  tho  duplicate 
copy  of  Shipping  Ticket,  Form  DD-2,  in  the  case  of  intra-state  ship- 
ments. Distributors  and  retailers  must  be  notified  not  to  issue  com- 
modities that  appear  spoiled  or  unsatisfactory  for  human  consumption. 

E . Loss,  Damage  or  Spoilage  of  Surplus  Commoditie s 

Whenever  a shipment  of  Surplus  Commodities  covered  by  a 
Government  Bill  of  Lading  is  received,  contents  of  which  are  in  a 
damaged  condition  or  a shortage  exists,  the  attention  of  the  carrier's 


. 
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agent  must  be  called  to  the  damage  or  shortage  before  acceptance  of 
the  property,  and  proper  notation  must  be  made  on  the  back  of  the 
original  bill  of  lading,  by  the  carrier’s  agent  in  the  space  provided. 

If  the  value  of  the  commodity  damaged  or  short  is  not  known,  an  estimate 
should  be  made  and  clearly  marked  "estimated"  value. 

Surplus  commodities  which  are  damaged  shall  be  destroyed  only 
upon  authorization  by  the  Director  of  Commodity  Distribution.  Losses 
of  any  kind  shown  by  a Distributor,  such  as  spoilage,  shrinkage,  damage 
or  theft,  shall  be  brought  to  the  attention  of  the  Zone  Supervisor 
and  approved  by  him  before  losses  may  be  shown  on  the  distributor's 
reports  and  final  credit  allowed. 

In  the  event  that  a wholesale  Distributor  wishes  to  settle 
for  loss  of  a commodity  for  which  he  is  responsible  and  requests  a 
price  upon  which  settlement  can  be  made,  the  Zone  Supervisor  will  obtain 
the  current  average  wholesale  price  from  at  least  three  sources  in  order 
to  determine  a fair  average  price.  Before  the  gone  Supervisor  shall 
quote  a price  to  the  Distributor,  the  price  must  be  referred  to  the 
Director  of  Commodify  Distribution  for  approval.  In  making  settlement 
the  wholesaler  shall  remit  for  the  loss  and  not  request  deductions  made 
from  payments  due  him  because  of  distribution  fees. 

F.  Demurrage 


The  Uniform.  Demurrage  Rules  allow  forty-eight  hours  free  time 
(from  seven  A.M.  after  date  of  notice)  to  unload  a car,  and  no  supple- 
mental rules  have  been  issued  whereby  the  railroads  are  to  permid  addi- 
tional free  time  on  Federal  Surplus  Commodities  Corporation  shipments. 
The  State  Administration  is  responsible  for  demurrage  charges  result- 
ing from  shipments  not  made  in  accordance  with  SERA  orders. 

ZONE  OFFICES 


A.  Functions 


Zone  Offices  are  in  charge  of  Zone  Supervisors  who  handle  all 
problems  concerning  Surplus  Commodities  which  may  arise  within  a Zone 
and  decide  all  questions  as  far  as  possible,  consulting  the  Director  of 
Commodity  Distribution  only  when  absolutely  necessary. 

The  main  functions  of  the  Zone  Offices  and  Zone  Warehouses 
in  the  commodity  program  are: 

1 . Warehousing 

2.  Processing  or  Repacking 

3.  Distribution 

4.  Accounting  and  Reporting 
1.  Warehousing 

A pool  stock  warehouse  has  been  established  within  each 
Distribution  Zone  to  act  as  a medium  for  the  receiving,  storing  and 
distriouting  of  commodities  to  distributors  within  the  Zone  and  to 
other  Distribution  Zones. 
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Through  the  Works  Progress  Administration  project,  by  means 
of  which  the  distribution  of  commodities  is  carried  on,  the  personnel 
necessary  for  operating  the  warehouse  is  obtained.  The  supervision  of 
the  Zone  Warehouse  operation  is  the  responsibility  of  the  Zone  Supervisor 
although  the  actual  direction  of  workers  may  be  under  a Project  foreman. 

The  warehouse  procedure  covering  proper  methods  for  handling 
the  receipt,  inventory  and  shipment  of  Surplus  Commodities  is  explained 
in  detail  in  Section  V of  this  Procedure. 

2.  Processing  or  Repacking 


Processing  or  repacking  becomes  necessary  when  Surplus  Food 
Commodities  are  allotted  to  the  State  in  bulk  by  the  Federal  Surplus 
Commodities  Corporation.  The  Notice  of  Allocation  received  from  the 
P.S.C.C.  specifies  the  total  amount  of  the  commodity  allocated  and  the 
size  of  the  container  into  which  the  commodity  is  to  be  repacked. 

The  Supervisor  of  Food  Processing  and  Distribution  then  makes 
provision  to  set  up  a WPA  project  to  handle  the  processing  of  the  com- 
modity received. 

a * WI  'A  Project 

When  approval  of  the  project  has  been  secured  space  is  set 
aside  in  the  Zone  Warehouse  to  house  the  work.  The  Assistant  Supervisor 
of  Food  Distribution  is  responsible  for  all  processing.  All  funds 
necessary  for  labor,  supplies  and  equipment  used  on  the  project  are 
provided  from  TWA.  funds. 

Requisitions  for  necessary  project  material  and  equipment 
such  as  boxes,  bags,  tables,  etc.  are  prepared  in  the  Distribution  Depart- 
ment, Harrisburg  and  forwarded  to  WPA.  Labor  is  requisitioned  by  the 
Project  Head  from  the  WPA  District  Office  Supervisor,  Division  of  Em- 
ployment . 

b.  Transfers  cf  Commodities  from  Project 


Transfers  of  bulk  commodities  to  the  processing  project  shall 
be  made  by  the  Zone  Supervisor  upon  the  authority  of  a Requisition, 

Form  DD-1,  received  from  the  Supervisor  of  Food  Processing  and  Distribu- 
tion. Tho  physical  transfer  of  the  commodities  is  accompanied  by  a 
Shipping  Ticket,  Form  DD-2. 

After  processing,  the  finished  commodities  may  be  transferred 
from  the  project  to  any  of  the  following  destinations: 

(1)  Distributor  in  another  Distribution  Zone 

(2^  Zone  Warehouse  in  another  Distribution  Zone 

(3)  Distributor  in  the  same  Distribution  Zone 

(4)  Zone  Warehouse  in  the  same  Distribution  Zone 
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In  1 and  2 above  Requisition,  Form  DD-1,  prepared  by  the 
Supervisor  of  Food  Processing  and  Distribution  and  Shipping  Ticket, 

Form  DD-2,  prepared  by  the  Zone  Supervisor,  are  necessary  before  transfers 
may  be  made.  In  3 above  both  the  Requisition  and  Shipping  Ticket  are 
prepared  by  the  Zone  Supervisor.  Instructions  for  preparing  and  distributing 
copies  of  those  forms  is  explained  in  Section  VI  ®f  this  procedure. 

In  4 above  the  only  forms  necessary  are  two  copies  of  the 
Processors’  Tally  Sheet  for  memorandum  purposes  which  will  accompany 
the  transfer  of  stock.  After  the  shipment  is  checked  by  the  Zone  Warehouse 
the  original  copy  of  the  Tally  Shoot  will  be  sent  to  the  Distribution  Depart- 
ment, Harrisburg  and  the  duplicate  copy  retained  in  the  Zone. 

3 . Distribution 

Zone  offices  shall  estimate  the  quantity  of  surplus  commodities 
necessary  to  meet  the  requirements  of  the  Zone  and  shall  prepare  Requis- 
ition, Form  DD-1,  in  duplicate  on  the  Supervisor  of  Food  Processing  and 
Distribution  for  the  desired  quantities.  The  original  copy  of  this  requis- 
ition is  forwarded  to  Harrisburg  and  the  duplicate  copy  retained  in  the 
Zone  Office. 

Zone  Offices  arc  responsible  for  the  proper  handling  ®f  all 
food  commodities  after  a shipment  has  reached  its  destination  in  a Z#no 
and  shall  give  Distributors  information  concerning  the  proper  care  of 
commodities . 

For  example,  if  there  is  any  doubt  as  to  whether  a meat  product 

is  fit  for  human  consumption  while  being  stored  by  a Distributer,  the 

Zone  Supervisor  upon  receiving  proper  notice  of  the  situation,  shall  arrange 
through  the  SERA  for  an  inspection  by  an  authorized  food  inspector. 

At  the  approximate  time  that  commodities  are  made  available  the 
Director  of  Food  Processing  and  Distribution  releases  Surplus  Commodities 
Orders,  SERB  Form  101,  to  Local  County  or  Area  Comptrollers. 

a . Surplus  Commodity  Order,  SERB  Form  101 

The  mailing  of  Surplus  Commodity  Orders,  SERB  Form  101,  by  County 

or  Area  Relief  Boards  to  relief  recipients  shall  bo  controlled  by  the  Zone 

Office.  The  commodity  order  is  of  the  same  size  as  the  regular  Food  Order. 
Each  will  bear  a serial  number  and  a large  letter  for  quick  identification 
when  counted  in  the  Zone  Office,  for  example,  A for  Beef,  P for  Apples,  etc. 
The  name  of  the  commodity  is  printed  in  the  body  of  the  order,  and  the  name 
of  the  County  issuing  the  commodity  orders  shall  be  stamped  or  printed  on 
the  face  of  the  order. 

SERB  Form  101  shall  be  mailed  to  relief  recipients  with  the 
regular  weekly  food  order  or  check  (in  the  case  of  cash  relief  payments) 
and  since  commodity  orders  can  be  presented  for  filling  on  any  day  of  the 
week,  the  recipient  shall  be  instructed  to  take  the  order  at  once  te  an 
authorized  retail  grocer. 
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Tlie  Commodity  Order  consists  of  two  ports,  the  coupon  end  the  body 
of  the  order,  hereinafter  referred  to  r.s  the  Retailer’s  section  end  the 
Recipient’s  section,  respectively.  The  Retailor  must  insert  his  name, 
or  number  of  store  in  the  case  of  chain  organizations,  and  address  on  the 
Recipient’s  section,  detach  and  return  this  part  of  the  ord~r  to  the  recipient 
advising  him  of  the  approximate  date  on  which  the  commodity  will  b • avail 
able,  and  retain  the  Rot aider’s  section. 


The  Retailer’s  portion  cf  the  order  must  be  presented  by  the  Retailer 
to  the  wholesaler  for  the  commodity  indicated  on  the  order  and  this  present- 
ation acts  as  a delivery  receipt  for  the  Distributor.  Commodity  Orders  are 
to  bo  filled  only  with  Surplus  Commodities,  and  not  with  any  other  merchand- 


Vhen  the  relief  recipient  calls  at  the  retailer’s  store  and  presents 
the  recipient’s  section  of  the  order,  properly  identifying  himself  by  sign- 
ing the  order  and  turns  it  over  to  the  Retailer,  he  shall  receive  in  return 
the  commodity  represented  by  the  order.  The  retailer  immediately  sends  the 
Recipient’s  section  of  the  order  to  the  Distributor  who  accumulates  them  for 
forwarding  to  the  Zone  Office,  dll  commodities  undelivered  by  the  Retailer 
shall  be  returned  to  the  Distributor. 


The  Retailor’s  portion  of  the  order  shall  be  forwarded  weekly  by 
tie  Wholesaler  to  the  Zona  Office,  accompanied  by  a transmittal  prepared 
in  duplicate  on  tile  Distributor’s  letterhead.  Duplicate  copy  of  this  trans- 
mittal is  receipted  by  the  Zone  Office  and  returned  to  the  Distributor. 


It  is  the  Distributor’s  responsibility  to  account  for  all 
modi ties  issued  to  Retailers  and  to  be  certain  he  has  received  the 
section  of  the  order  pronerly  signed  for  each  commoditv  issued. 


corn- 

recipient  ’ 


b.  Transfers  of  Surplus  Commodities  from  Zone  Warehouse 


Transfers  of  surplus  commodities  between  zones  whether  consigned 
to  Zone  Warehouse  or  a Distributor  must  have  the  approval  oi  the  Supervisor 
of  Rood  processing  and  Distribution  on  Requisition,  Form  DD-1.  When  the 
commodities  are  transferred  a Shipping  Ticket  shall  be  prepared  ^n  the  ship- 
ment by  the  Zone  Supervisor. 


Zone 


Transfers  of 
shall  be  covered 


surplus  commodities  to  Distributors  within  the  same 
by  a Requisition  and  Shipping  Ticket  prepared  by  the 


Zone  Supervisor  without  the 


necessity  of  Harrisburg  approval. 


Instructions  for  preparing  and  distributing  copies 
is  explained  in  Section  VI  of  this  Procedure. 


of  these 


forms 


c.  Payment  of  Distribution  Fees 

Zone  Offices  shall  prepare  monthly  a Voucher,  Form  AC-3,  setting 
forth  the  remuneration  duo  Distributors  for  the  distribution  of  food  comm- 
odities within  the  Zone  based  on  the  Distributor’s  monthly  invoices.  After 
being  audited  in  the  Zone  Office  and  approved  by  the  Zone  Supervisor  the 
Voucher  with  supporting  documents  attached  is  forwarded  to  the  Director  of 
Ce:, modify  Distribution,  Harrisburg,  for  certification. 


8 


Details  on  preparing  Vouchor,  AC-3,  are  explained  in  Section  VI 
of  this  Procedure. 

4.  Accounting  and  Reporting 

Zone  Offices  shall  properly  maintain  all  records  relating  to  the 
distribution  of  surplus  food  commodities  and  shall  provide  information  for 
any  reports  required  by  tho  Director  of  Commodity  Distribution. 

Details  of  Zone  Accounting  and  Reporting  are  explained  in  Section 
Vi  of  this  Procedure. 


COUNTY  OR  AREA  PROCEDURE 


A . Responsibility  of  Local  Financial  Division 


The  responsibility  for  properly  mailing  commodity  orders  to  relief 
recipients  in  accordance  with  the  instructions  of  the  Zone  Supervisor  is  that 
of  the  local  Financial  Division.  Commodity  orders  shall  be  inserted  in 
envelopes  with  the  recipients’  regular  relief  orders  or  checks  and  mailed 
according  to  the  regular  relief  order  mailing  schedule  established  in  each 
county  or  area. 

A record  of  Federal  Relief  Commodity  Ord-r  Received,  Mailed, 
Voided,  and  On  Hand  shall  be  maintained  by  the  Local  Comptroller  on  Form 
DD-16.  This  form  shall  be  prepared  in  triplicate  monthly  and  the  original 
and  duplicate  copies  forwarded  to  the  Zone  Supervisor.  Tho  original  copy 
shall  bo  sent  by  the  Zone  Office  to  the  Director  of  Commodity  Distribution, 
Harrisburg,  and  the  duplicate  copy  filed  in  the  Zone  Office.  The  triplicate 
copy  shall  be  retained  by  the  Local  Comptroller.  In  all  cases  the  number 
of  "Orders  on  Hand"  as  shown  by  Form  DD-16  shall  agree  with  the  physical 
inventory  of  commodity  orders  in  tho  Local  Comptroller’s  Office.  All 
voided  commodity  orders  shall  be  sent  to  the  office  of  the  Zone  Supervisor 
at  the  time  Form  DD-16  is  submitted.  The  voided  orders  are  stored  in  the 
Zone  Office  after  being  sorted  by  commodities  and  packed  in  cartons. 
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PROCEDURE  EOR  CO:~EFITY  DISTRIBUTION 


SECTION  IV 


DISTRIBUTION  OF  CLOTHING,  WHITE  GOODS,  ETC. 
GENERAL 


A.  Introducti on 

Clothing,  White  Goods  and  other  finished  products  produced 
by  “rorks  Progress  Administration  Sewing  Room  Projects  reach  the  Depart- 
ment of  Distribution  from  projects  sponsored  by  the  SERB  or  from  projects 
sponsored  by  Local  Sponsors. 

Finished  goods  produced  by  SERB  Sponsored  Sewing  Rooms  are  dis- 
tributed to  relief  recipients  certified  by  the  SERB.  Products  of  Locally 
Sponsored  Sewing  Rooms  are  transferred  to  the  Distribution  Department  at 
the  discretion  of  the  local  sponsor. 

Zone  warehouses  in  the  Distribution  Zones  receive  the  finished 
products  of  SERB  Sponsored  Sewing  Room  Projects  operating  within  their 
respective  zones.  From  the  stock  centered  in  these  warehouses,  allocations 
are  made  to  counties  and  relief  areas  according  to  their  relief  caseloads. 

In  turn  the  products  are  distributed  from  counties  or  relief  area  warehouses 
to  relief  recipients  on  a door-to-door  delivery  system  upon  receipt  of 
requisitions  from  the  visiting  staff  of  the  local  ERA. 

Products  of  Locally  Sponsored  Sewing  Room  Projects  are  received 
directly  fey  county  or  relief  area  warehouses  from  the  projects  and  are 
distributed  according  to  the  provisions  mentioned  above  regarding  Local 
■ Sponsors . 


ZONE  OFFICES 


A.  Functi ons 

Zone  Offices,  including  warehouses,  under  the  direction  of  the 
Zone  Supervisor  perform  the  following  functions  in  the  Distribution  of 
Clothing,  'Elite  Goods  and  other  sowing  room  products: 

1.  Warehousing 

2.  Distribution 

3.  Accounting  and  Reporting 

The  responsibility  of  Zone  Offices  includes  not  only  the  receipt, 
inventory  and  distribution  of  these  products  handled  by  zone  warehouses  but 
also  the  organization  and  supervision  of  county  or  area  warehouses  and  their 
subsequent  accounting  and  reporting  on  distribution. 
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1.  7/a  re  housing 


S/CRB  Sponsored  Sewing  Room  Projects  will  advise  lone  Super- 
visors at  the  close  of  operations  each  Thursday  concerning  the  total 
quantity  of  each  finished  product  on  hand  packed  ready  for  transporting 
to  the  Zone  Warehouse.  Upon  receipt  of  this  information  the  Zone  Super- 
visor will  arrange  to  have  the  merchandise  transported  at  once  to  the 
Zone  T’rarehouse. 

In  making  the  shipment  the  sewing  room  project  head  will  prepare 
a Tally  Sheet,  Form  PA-WPA-2929,  in  triplicate,  listing  each  carton  and 
its  contents.  The  truck  driver  upon  accepting  the  shipment  will  sign  all 
three  copies  of  this  form.  Copy  three  will  be  retained  at  the  project  and 
copies  one  and  two  will  accompany  the  shipment  to  the  Zone  Warehouse.  After 
checking  the  shipment  the  Zone  will  receipt  copy  two  forwarding  it  to  the 
Distribution  Department,  Harrisburg  and  will  retain  copy  one  for  purposes  of 
record. 

The  warehouse  procedure  covering  proper  methods  for  handling  the 
receipt,  inventory  and  shipment  of  sewing  room  products  is  explained  in 
detail  in  Section  V of  this  Procedure. 

2.  Distribution 


The  Zone  Office  will  distribute  sewing  room  products  to  county 
and  relief  area  warehouses  on  the  basis  of  allocations  made  by  the  Super- 
visor of  Clothing  Production  and  Distribution  based  upon  relief  caseloads. 

Under  the  direction  of  the  Supervisor  of  Clothing  production  and 
Distribution,  Requisition  Form  DD-1,  will  be  prepared  and  sent  to  Zone  Offices 
as  authority  to  transfer  merchandise  to  county  or  relief  warehouses.  The 
Zone  Supervisor  will  in  turn  prepare  Shipping  Tickets,  Form  DD-2,  on  each 
shipment  at  the  time  it  is  made.  Instructions  for  preparing  and  distributing 
copies  of  these  forms  are  explained  in  Section  VI  of  this  Procedure. 

3.  Accounting  and  Reporting 

The  Zone  Warehouse  will  maintain  perpetual  inventory  records  for 
each  type  of  product  handled  showing  receipts,  disbursements  and  balance  on 
hand  in  size  detail.  From  these  inventory  records  a weekly  report  of  inven- 
tory will  he  prepared  on  Tally  Sheet,  Form  DD-19 , and  submitted  to  the  Super- 
visor of  Clothing  Production  and  Distribution.  This  report  will  be  used  as 
a guide  in  making  allocations  to  counties  and  relief  areas. 

Details  of  Zon^.  Accounting  and  Reporting  are  explained  in  Section 
VI  of  this  Procedure. 

COUNTY  OR  AREA  WAREHOUSES 


A.  Functions 


County  or  Area  Warehouses  are  supervised  by  Warehouse  Foremen, 
who  are  under  the  direct  supervision  of  the  Zone  Supervisors.  These  ware- 
houses will  act  as  agents  of  the  Zone  Office  in  counties  and  relief  areas 
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and  are  responsible  to  the  Aone  Supervisor  for  all  county  or  area  warehouse 
activities. 

The  main  functions  of  county  or  area  warehouses  in  the  distribu- 
tion of  sewing  room  products  may  be  set  forth  as  follows: 

1.  Warehousing 

2.  L)  istribution 

3.  Accounting  and  Reporting 
1 . Wa  r eli  ou  s i ng 

Since  County  and  Area  Warehouses  merely  act  as  receiving  and 
shipping  points  for  the  Zone  Warehouse  the  warehousing  activities  are  not 
extensive.  For  purposes  of  explanation,  these  activities  are  divided  into 
(a)  Receiving  and  (b)  Inventory  and  are  discussed  on  that  basis. 

a . Receiving 

Finished  goods  consigned  from  Zone  Warehouses  will  be  received 
on  a Shipping  Ticket,  Form  DC-2,  prepared  by  the  consignor.  Sewing  Room 
products  will  be  received  on  Tally  Sheet,  Form  PA-''TPA-2929 , which  will  be 
rendered  in  duplicate. 

Each  shipment  will  be  checked  for  number  of  cases  and  case 
contents  (according  to  label  markings)  against  the  information  shown  in  the 
shipping  record  covering  the  shipment.  If  the  shipment  checks  the  shipping 
records  are  properly  receipted  and  posted  to  the  perpetual  inventory  cards. 

In  the  case  of  sewing  room  shipments  from  Locally  Sponsored  projects  the 
second  copy  of  the  Tally  Sheet  Is  receipted  and  forwarded  to  the  Distribution 
Department,  Harrisburg,  while  the  original  copy  is  retained  for  purposes  of 
rec  ord. 


All  discrepancies  in  shipments  received  will  be  reported  immedi- 
ately to  the  Zone  Office. 

b.  Inventory 

All  merchandise  received  will  be  arranged  so  that  a physical 
inventory  may  be  taken  without  undue  effort.  It  is  also  important  that 
safety  laws  and  fire  regulations  be  strictly  observed  in  the  storing  of  all 
products . 

2.  Distribution 


Clothing,  white  goods  and  other  products  will  be  distributed  from 
county  or  area  warehouses  on  the  basis  of  Clothing  Authorization,  SERB 
Form  52C,  received  from  tho  Relief  Division. 

The  actual  distribution  is  handled  by  a door-to-door  delivery 
system  which  is  operated  in  two  forms: 
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a.  Delivery  by  Truck 

b.  Delivery  by  Mail 

Truck  delivery  is  used  on  routes  for  which  such  a method  of  deliv- 
ery is  economically  suited  while. mail  delivery  is  utilized  for  distribution 
in  outlying  territories  where  truck  delivery  is  too  expensive. 

a . Respon sibility  of  the  Local  Relief  Division 

Zone  Supervisor  will  advise  Executive  Directors  or  Administrators 
of  County  or  Area  Relief  Administrations  periodically  as  to  the  merchandise 
that  is  available  for  distribution,  by  stock  item  and  size. 

The  Executive  Director  or  Administrator  will  in  turn  advise  the 
District  Supervisors  and  Investigators  of  the  available  merchandise,  so  that 
the  visitors  in  the  course  of  visiting  their  caseloads  may  interrogate  relief 
recipients  concerning  their  needs. 

Visitors  will  prepare  Clothing  Authorisation  52-C  in  quadruplicate 
for  the  needs  of  each  case  eligible  to  receive  this  merchandise.  Copies  1, 

2 and  3 of  SERB  52-C  will  be  forwarded  to  the  Central  Relief  Office  of  the 
County  or  Area  and  the  4th  copy  retained  in  the  District  Relief  Office  file. 
Copies  1 and  2 arc  transmitted  by  the  Central  Relief  Office  to  the  County  or 
Area  Warehouse.  Copy  3 is  filed  alphabetically  in  the  Central  Office  File. 

A.fter  the  Requisition  has  been  filled,  copy  2 is  marked  "Delivered" 
and  returned  to  the  Central  Relief  Office  for  forwarding  to  the  District  Of- 
fice where  it  originated. 

b . Routing  of  SER3  Form  52-C  in  the  Warehouse 

When  copies  one  and  two  of  Clothing  Authorization,  SERB  Form  52-C, 
are  received  by  the  County  or  Area  Warehouse  they  are  sorted  by  delivery 
routes  and  placed  in  bins  until  the  Foreman  determines  that  there  arc  suffi- 
cient authorizations  to  justify  a delivery. 

In  establishing;  delivery  routes  each  area,  county  and  town  will  be 
zoned  and  routes  determined  which  will  make  a day’s  truck  delivery.  It  may, 
however,  bo  advisable  from  time  to  time  to  combine  routes  so  that  deliveries 
will  not  be  delayed  an  unreasonable  length  of  time*  Care  should  be  exercised 
that  routes  do  not  conflict  or  overlap  and  that  deliveries  arc  made  with  a 
minimum  of  mileage  cost . 

When  Authorizations  in  sufficient  number  to  warrant  delivery  over  a 
particular  route  arc  on  hand  Delivery  Record,  Form  DD-20,  is  prepared  in  dup- 
licate showing  the  date  of  delivery,  name  of  county  or  area,  requisition  number 
and  the  name  and  address  of  each  recipient  arranged  in  the  sequence  in  which 
deliveries  will  be  ma.de.  The  Authorizations  and  the  Delivery  Record  will  then 
be  forwarded  to  a Stock  Clerk  for  filling.  All  items  shall  be  filled  as  noted 
and  any  changes  made  should  be  plainly  marked  on  both  copies  of  SERB  Form  52-C. 

Authorizations,  which  for  any  reason  are  to  be  cancelled,  will  be 
cancelled  upon  receipt  of  written  notice  by  letter  from  the  Local  ERA,  Both 
copies  of  SERB  Form  52-C  will  then  be  marked  "Cancelled’*  indicating  the  reason 
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for  cancellation.  The  original  copy  "/ill  be  filed  in  the  warehouse  and  a 
duplicate  copy  forwarded  to  the  Local  ERA.. 

After  being  filled,  the  items  accompanied  by  the  Authorizations  and 
the  Delivery  Record  are  sent  to  a wrapping  clerk  who  will  check  the  orders,  wrap 
the  packages,  note  on  each  package  the  authorization  number  covering  it,  arid 
note  on  the  Delivery  Record  the  number  of  packages  wrapped  for  each  recipient. 

If  prepared  in  advance  of  delivery-,  the  packages  may  be  placed  in  bins  and  the 
Delivery  Record  and  Authorizations  filed  pending  date  of  delivery. 

The  procedure  outlined  above  will  be  followed  in  preparing  all  Author- 
izations for  distribution  whether  delivery  is  to  be  made  by  truck  or  by  mail  ex- 
cept that  a Delivery  Record  is  not  necessary  on  mail  deliveries. 

c . Delivery  by  Truck 


The  Delivery  Record  will  be  used  to  check  the  packages  as  they  arc 
loaded  on  the  truck.  The  truck  driver  will  sign  both  copies  of  this  form  and 
use  the  duplicate  copy  and  the  original  copies  of  SERB  Form  52-C  as  a guide  in 
making  deliveries.  The  original  Delivery  Record  and  duplicate  SERB  Form  52-Cfs 
will  be  retained  in  the  warehouse  until  the  driver  reports  on  the  deliveries 
made.  The  driver  will  secure  the  signature  of  the  recipient  on  the  original 
copies  of  the  SERB  Form  52-C-. 

If  for  any  reason  the  delivery  of  a package  could  not  be  made,  the 
driver  will  note  on  the  reverse  side  of  the  SERB  Form  52-C  the  reason  for  non- 
delivery and  will  return  the  package  together  with  the  receipted  copies  of  SERB 
Form  52-C  on  which  deliveries  were  made  to  the  Warehouse  Clerk.  Upon  accounting 
for  each  package,  either  by  signed  Authorization  or  by  a returned  package  and 
checking  v/ith  the  original  Delivery  Record  and  duplicate  SERB  Form  52-Cfs  on  fil*. 
in  the  warehouse,  the  Warehouse  Clerk  will  note  on  both  copies  of  the  Delivery 
Record  the  returned  packages  and  sign  both  copies,  indicating  that  all  packages 
were  satisfactorily  accounted  for.  The  original  and  duplicate  copies  of  SERB 
Form  52-C  covering  undelivered  packages  together  with  the  returned  packages  will 
be  placed  in  bins  pending  re-delivery. 

The  items  delivered  on  Authorizations  will  then,  be  listed  on  a Tally 
Sheet,  Form  DD-19,  by  stock  item  and  size.  The  number  of  the  Tally  Sheet  'will  be 
noted  on  the  Delivery  Record  as  a reference  in  case  of  future  checking  operations 
The  number  of  cases  and  persons  benefited  will  also  be  included  on  this  form. 

Both  copies  of  the  Authorizations  on  which  dcliverieo  were  made  are 
then  stomped  "Delivered" . The  duplicate  copies  will  be  forwarded  to  tho  Central 
Relief  Office  for  checking  and  forwarding  to  tho  District  Relief  Office  originat- 
ing the  forms  while  tho  original  copies  will  be  filed  chronologically  in  a file 
until  the  inventory  period  they  affect  is  passed  and  the  inventory  certified.  At 
that  time  they  are  filed  in  a permanent  file  numerically  by  county. 

The  duplicate  copy  of  the  Delivery  Record  may  bo  given  to  tho  truck 
driver  as  a receipt  for  deliveries  made  and  the  original  copy  shall  be  filed  in 
the  warehouse, 

d.  Delivery  by  Mail 

Packages  to  be  mailed  directly  to  relief  recipients  shall  be  listed  02 
U.  S.  Post  Office  Form  3877A  which  is  prepared  in  duplicate. 
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In  the  heading  of  the  form,  on  the  first  line,  shall  be  placed  the 
name  and  address  of  the  Warehouse  nailing  the  packages . Other  information 
supplied  includes  the  number  of  packages  listed  on  the  form.  The  beginning 
package  number  (for  mailing  purposes  only)  will  be  supplied  by  the  Post  Office, 
and  subsequent  package-?,  numbers  vail  follow  in  humor i cal  sequence.  All  package 
mailed  shall  be  marked  on  the  outside  with  the  Requisition  number  and  the 
Post  Office  package  number. 


When  packages  are  delivered  at  the  Post  Office  or  are  picked  up  at 
the  Warehouse  by  the  Post  Office  representative,  Post  Office  Form  3877A  shall 
be  signed  acknowledging  receipt  of  the  packages.  The  original  copy  of  Form 
3877A  shall  be  retained  and  filed  by  the  Warehouse,  and  the  duplicate  copy 
given  to  the  Postal  Authorities. 

The  original  and  duplicate  copies  of  SERB  Form  52-C’s  for  packages 
mailed  will  be  attached  and  placed  in  a pending  "Mail  File”  numerically  by 
Requisition  number. 

A Post  Card  will  be  included  in  each  package  which  the  recipient 
will  sign  as  acknowledgment  of  receipt  of  the  merchandise. 

Post  card  receipts  and  returned  packages  shall  be  checked  to  the 
Post  Office  Form  3877A  in  order  to  account  for  all  packages  mailed.  At  the 
same  time  the  original  and  duplicate  copies  of  SERB  Form  52-C  shall  bo  removed 
from  the  ponding  file  and  properly  marked,  packages  returned  in  the  mail  shall 
be  placed  in  bins  for  future  handling  unless  the  reason  for  non-delivery  shows 
that  another  delivery  is  not  warranted. 

3 . Accounting  and  Reporting 


Perpetual  Inventory  records  of  each  commodity  will  be  maintained  by 
size  detail  showing  receipts,  disbursements  and  balance  on  hand. 

Each  week  an  inventory  report  will  bo  prepared  on  Tally  Shoot,  Form 
DR-19,  from  the  perpetual  inventory  records  and  forwarded  to  Harrisburg 
REV.*  by  Zono  Office.  * 

A physical  inventory  will  bo  taken  on  the  Inventory  Report  Form  as 
of  the  last  day  of  each  calendar  month,  reconciled  with  the  perpetual  inven- 
tory records  and  submitted  to  the  Zone  Office  not  later  than  the  third  day  of 
the  succeeding  month. 

Details  on  Accounting  and  Reporting  arc  eixplained  in  Section  VI 
of  this  Procedure. 


% 
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PROCEDURE  FOR  COMMODITY"  DISTRIBUTION 


SECTION  V 
WAREHOUSING 


GENERAL 


A.  Introduction 

The  warehousing  procedure  outlined  in  this  section  pro- 
vides the  necessary  instructions  for  operating  the  Marsh  Run 
Central  Warehouse  as  well  as  the  Zone  Warehouses. 

Since  the  warehousing  activities  of  the  Central  Warehouse 
are  more  varied  than  the  activities  of  the  Zone  Warehouses  the 
personnel  of  each  Zone  Warehouse  in  following  this  procedure  shall 
concern  themselves  only  with  those  instructions  which  deal  with 
the  activities  of  their  particular  Zone. 


RECEIVING 

A.  Type  and  Source  of  Merchandise  Received 

In  general  there  are  six  types  of  shipments  received  by 
warehouses, 

1.  Food  products  from  the  Federal  Surplus  Commodity  Cor- 
poration. 

2.  Cotton  piece  goods  from  vendors  for  distribution  to 
WPA  Sewing  Rooms. 

3.  Project  supplies  and  equipment  received  from  vendors. 

4.  Finished  products  from  7/PA  Sewing  Rooms. 

5.  Food  products  transferred  from  another  warehouse. 

6.  Project  supplies  and  equipment  transferred  from  another 
warehouse , 


B • Document s Covering  Shipments  Received 

1 . Food  Products  from  the  Federal  Surnlus  Commodity  Corporati 

The  white  copy  of  Carload  Lot  Shipping  Instructions,  Form 
FSCC-10  is  forwarded  to  the  receiving  warehouse  when  the  Distribu- 
tion Department,  Harrisburg,  requests  the  Federal  Surplus  Commodity 
Corporation  to  make  shipment. 
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When  the  Federal  Surplus  Commodity  Corporation  authorizes 
the  shipment  the  pink  copy  of  FSCC-10  and  a copy  of  Consignee’s 
Report  of  Delivery,  FSCC-121  are  sent  to  the  receiving  warehouse. 

A Federal  Bill  of  Lading  is  received  by  the  warehouse  when  the  ship- 
ment is  made  and  a Loading  Manifest  is  received  either  with  the  Bill 
of  Lading  or  with  the  carload  of  merchandise. 

2.  Cotton  Piece  Goods  from  Vendors 


Prior  to  the  shipment  the  warehouse  will  receive  the  Ship- 
per’s Invoice  in  duplicate,  the  Shipper’s  Itemized  Schedule  of  Ship- 
ment, Government  Inspection  Report,  a Federal  Bill  of  Lading  if  the 
merchandise  was  purchased  f.  o.  b.  shipping  point  or  a Commercial 
Bill  of  Lading  if  the  merchandise  was  purchased  f . o.  b.  destina- 
tion. A railroad  way  bill  will  be  received  from  the  transportation 
company  upon  arrival  of  the  shipment . 

3 . Project  Supplies  and  Equipment 

The  Warehouse  Foreman  requisitions  project  supplies  and 
equipment  on  Requisition  for  Purchase , U3S,  Treasury  Form  A-6,  and 
retains  one  copy  for  his  records.  A copy  of  Purchase  Order,  U.S, 
Treasury  Form  A-7  issued  on  the  requisition  is  sent  to  the  ware- 
house when  the  order  is  placed. 

A Federal  or  Commercial  Bill  of  Lading  depending  upon 
the  terms  of  purchase  is  received  at  the  time  shipment  is  made  by 
the  vendor  and  a railroad  way  bill  is  received  from  the  transpor- 
tation company  upon  the  arrival  of  the  shipment, 

4 . Finished  Products  from  V7PA  Sewing  Rooms 


The  transfer  of  finished  products  from  WPA  Sewing  Rooms 
is  covered  by  copy  2 of  Outgoing  Tally  Sheet,  V7PA  Form  2929. 

5 .  All  Other  Shipments 


The  movement  of  food  commodities  and  project  supplies  be- 
tween warehouses  is  covered  by  the  original  and  duplicate  copies  of 
Shipping  Ticket,  Form  DE-2  and  a Federal  Bill  of  Lading  (white  and 
yell ov/  copies)  if  shipment  is  made  by  rail. 


C,  Checking  of  Shipments  Received 

On  each  shipment  received  a detailed  receiving  record  sep- 
arate for  each  commodity  or  grade  of  commodity  shall  be  compiled 
(SERB  Form  57  may  be  used)  by  the  Checking  Clerk.  This  receiving 
record  should  contain  the  date  of  receipt,  shipper’s  name,  origin 
of  shipment,  car  or  truck  license  number,  car  seal  numbers,  name 
of  commodity  and  kind  of  containers.  In  the  event  that  the  contents 
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of  each  container  are  uniform,  the  number  of  units  per  container 
should  be  shown.  Where  contents  are  not  uniform  the  package  num- 
ber, yardage  and  weight  must  also  be  shown. 

A summary  of  the  receiving  record  is  made  by  the  Checking 
Clerk  on  a tally  sheet  after  the  shipment  has  been  thoroughly 
checked.  In  the  body  of  the  tally  sheet  the  shipment  received  is 
detailed  by  type  of  commodity  indicating  number  of  containers, 
units,  size  and  weight. 

The  tally  sheet  and  the  receiving  record  (SERB  Form  57) 
are  sent  to  the  Record  Clerk  who  reconciles  these  forms  with  the 
Shipper’s  Itemized  Schedule  of  Shipment.  All  discrepancies  are 
thoroughly  checked  and  proper  notations  made  on  the  form  or  forms 
upon  which  the  discrepancies,  if  any,  appear. 

.Then  reconcilement  is  complete  the  shipment  is  assigned 
a Lot  Number  and  entry  is  then  made  in  the  Lot  Number  Register 
showing  date  shipment  was  received,  name  of  shipper,  origin  of 
shipment,  date  of  invoice  and  invoice  number,  name  of  commodity, 
number  of  cases,  bales  or  cartons,  total  quantity,  requisition  or 
authorization  number,  bill  of  lading  number,  name  of  carrier,  car 
or  truck  license  number  and  car  seal  numbers.  The  Warehouse  Fore- 
man is  advised  of  the  Lot  Number  issued  to  each  shipment  and  he 
proceeds  to  mark  each  case,  bale  or  carton  of  the  shipment  with 
this  number. 


D,  Disposition  of  Shipping  Documents 

The  Record  Clerk  handles  the  shipping  documents  on  the 
various  types  of  shipments  as  follows: 

1 . Food  Products  from  Federal  Surplus  Commodity  Corporation 

From  the  information  shown  on  the  receiving  records  and 
tally  sheet,  Receiving  Report,  Form  DD-3,  is  prepared  in  dupli- 
cate. This  report  shows  the  total  quantity  of  each  commodity  ac- 
tually received.  A detailed  record  of  any  discrepancy  between  the 
amount  shown  by  the  receiving  record  and  tally  sheet  and  the  amount 
shown  on  the  Shipper’s  Detailed  Schedule  is  also  indicated  giving 
the  case  number  in  which  the  overage  or  shortage  exists,  the  quan- 
tity shovm  by  the  case  marking,  the  quantity  shown  by  the  Shipper’s 
Detailed  Schedule  and  the  difference  between  these  two  quantities 
which  will  be  the  existing  overage  or  shortage. 

The  information  called  for  on  Form  FSCC-10  (pink  copy) 
including  the  Inspection  Report  and  Form  FSCC-121  is  filled  in 
and  these  forms  forv;arded  to  the  Director  of  Distribution,  Harris- 
burg together  with  the  duplicate  copy  of  the  Receiving  Report. 

The  Federal  or  Commercial  Bill  of  Lading  is  accomplished  and  de- 
livered to  the  transportation  company. 
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Form  F SCC -10  (white  copy),  the  Loading  Manifest,  the 
receiving  record  (SERB  Form  57),  the  tally  sheet  and  the  original 
copy  of  the  Receiving  Report,  Form  DD-3,  are  filed  together  numer- 
ical^ by  Lot  Number  after  proper  posting  is  made  to  the  Perpetual 
Inventory  Card  file. 

2.  Cotton  Piece  Goods  from  Vendors 

On  shipments  of  cotton  piece  goods  from  vendors  for  dis- 
tribution to  WPA  Sewing  Rooms,  the  Receiving  Report,  Form  DD-3  is 
prepared  in  triplicate  as  explained  above.  The  duplicate  and  trip- 
licate copies  of  this  report,  the  Shipper’s  Invoice  in  duplicate, 
the  Shipper’s  Itemized  Schedule  of  Shipment  and  the  Government  In- 
spection Report  are  forwarded  to  the  Director  of  Distribution,  Har- 
risburg. The  Federal  or  Commercial  Bill  of  Lading  is  accomplished 
and  delivered  to  the  transportation  company. 

The  receiving  record  (SERB  Form  57),  the  tally  sheet,  the 
original  copy  of  the  Receiving  Report  and  the  railroad  way  bill  are 
filed  together  numerically  by  Lot  Number  after  proper  posting  is 
made  to  the  Perpetual  Inventory  Card  file. 

3 . Project  Supplies  and  Equipment  from  Vendors 

On  shipments  of  project  supplies  and  equipment  received 
from  vendors  by  the  warehouse  for  distribution  to  projects  the 
Receiving  Report,  Form  DD-3,  is  prepared  in  duplicate  and  Receiv- 
ing and  Inspection  Report,  U.S.  Treasury  Form  A-8,  is  prepared  in 
duplicate  plus  a tissue  from  the  receiving  record  (SERB  Form  57) 
and  tally  sheet. 

The  duplicate  copy  of  Form  DD-3  and  the  pink  copy  of  Pur- 
chase Order,  U.S,  Treasury  Form  A-7,  on  which  the  shipment  was  or- 
dered are  forwarded  to  the  Director  of  Distribution,  Harrisburg. 

The  original  and  duplicate  copies  of  U.S.  Treasury  Form  A-8  after 
being  signed  by  the  issuing  official  who  approved  Requisition  for 
Purchase,  U.S.  Treasury  Form  A-6,  are  sent  to  the  WPA  District  Sup- 
ervisor of  Finance  and  Statistics.  The  Federal  or  Commercial  Bill 
of  Lading  is  accomplished  and  delivered  to  the  transportation  com- 
pany. 


The  receiving  record  (SERB  Form  57),  the  tally  sheet,  the 
original  copy  of  the  Receiving  Report,  the  railroad  way  bill,  the 
tissue  copy  of  U.S,  Treasury  Form  A-8  and  the  copy  of  U.S.  Treas- 
ury Form  A-6  held  pending  the  arrival  of  the  shipment  are  filed 
together  numerically  by  Lot  Number  after  proper  posting  has  been 
made  to  the  Perpetual  Inventory  Card  file. 

4.  Finished  Products  from  WPA  Sewing  Rooms 


After  shipment  of  finished  products  received  from  WPA 
Sewing  Rooms  have  been  properly  checked,  Receiving  Report,  Form  DP-3 
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^ is  prepared  in  duplicate*  Copy  2 of  this  report  is  forwarded  to  the 

Director  of  Distribution,  Harrisburg,  and.  the  original  copy  to- 
gether with  receiving  record  (SERB  Form  57)  and  the  tally  sheet 
are  filed  in  numerical  order  by  Lot  Number  after  proper  posting 
has  been  made  to  the  Perpetual  Inventory  Card  file. 

5 , All  Other  Shipment s 

The  shipping  documents  received  on  shipments  of  food 
commodities  and  project  supplies  between  warehouses,  namely,  the 
original  and  duplicate  copies  of  Shipping  Ticket,  Form  DD-2,  and 
the  Federal  Bill  of  Lading  for  rail  shipments,  are  disposed  of  in 
the  following  manner: 

The  original  copy  of  the  Shipping  Ticket,  the  receiving 
record  (SERB  Form  57)  and  the  tally  sheet  serve  the  purpose  of  a 
Receiving  Report,  eliminating  the  necessity  of  preparing  an  ad- 
ditional report  on  the  shipment  received.  If  no  discrepancies  de- 
velop in  the  checking  of  the  shipment,  the  duplicate  copy  of  the 
Shipping  Ticket  is  receipted  by  the-  warehouse  and  mailed  to  the 
Zone  Office  in  which  the  consignor  is  located. 

The  original  copy  of  Form  DD-2,  the  receiving  record 
(SERB  Form  57)  and  the  tally  sheet  are  filed  together  numerically 
by  Lot  Number  after  proper  posting  has  been  made  to  the  Perpetual 
Inventory  Card  file. 

, The  original  (white)  copy  of  the  Federal  Bill  of  Lading 

is  then  accomplished  by  filling  in  the  Certificate  of  Delivery 
appearing  at  the  bottom  of  the  form.  At  the  same  tine  proper  no- 
tation should  be  made  on  the  memorandum  (yellow  copy)  of  the  Bill 
of  Lading  relative  to  the  date  shipment  was  received  and  the  date 
original  Bill  of  Lading  was  accomplished.  After  properly  signing 
both  copies  of  the  Bill  of  Lading  the  original  shall  be  forv/arded 
to  the  transportation  company  and  the  yellow  memorandum  copy  to 
the  Division  of  Procurement,  U.S.  Treasury,  218  South  Second  Street, 
Karri sburg . 

If  discrepancies  are  discovered  in  any  of  the  above  ship- 
ments, Over,  Short  and  Damage  Report,  Form  DD-4  is  prepared  in 
triplicate  showing  the  overage  or  shortage  in  the  same  manner  as 
indicated  on  the  Receiving  Report,  Form  DE-3.  The  original  copy 
of  Form  DD-4  is  sent  to  the  Zone  Office  of  the  consignee.  The 
duplicate  copy  is  retained  by  the  warehouse  receiving  the  merchandise 
and  the  triplicate  cony  is  forwarded  to  the  Director  of  Distribution, 
Harri sburg . 


6 


SHIPPING 

A . Shipping;  of  WPA  Raw  Material 

1 . Receipt  of  Piequisition 

The  shipping  of  WPA  raw  material  to  Sewing  Rooms  Projects 
is  made  only  upon  the  receipt  by  the  warehouse  of  Requisition  for 
Materials,  WPA  Form  2753  in  duplicate.  To  be  valid  this  requisition 
must  be  approved  by  the  Women's  and  Professional  Activities  Division 
of  the  7/PA,  Harrisburg  and  by  the  SERB  Director  of  Distribution, 
Harrisburg.  The  Director  of  Distribution  receives  the  requisition 
in  triplicate,  detaches  the  triplicate  copy  and  forwards  the  original 
and  duplicate  copies  to  the  shipping  warehouse. 

a . Outgoing  Shipment  Register 

Upon  receipt  of  a Requisition  for  Materials,  it  is  entered 
in  the  Outgoing  Shipment  Register.  The  information  shown  in  this 
Register  consists  of  requisition  number,  destination  of  shipment, 
date  requisition  is  received  by  warehouse,  date  the  Bill  of  Lading 
is  requested,  date  bill  of  lading  is  received,  bill  of  lading  num- 
ber, date  of  shipment  and  the  car  or  truck  license  number. 

2.  Filling  Requisitions 


When  necessary  because  certain  stocks  are  not  available, 
substitutions  may  be  made  by  the  V/arehouse  Foreman  in  materials 
requisitioned  according  to  the  rules  outlined  by  the  Division  of 
WPA  which  originates  these  requisitions.  For  example,  if  bleached 
muslin  is  requisitioned  and  only  unbleached  muslin  is  in  stock,  with 
the  permission  of  the  requisitioning  Division  a substitution  may  be 
made.  In  such  an  event  the  Warehouse  Foreman  must  make  the  neces- 
sary changes  on  all  copies  of  the  requisition  and  at  the  same  time 
mark  the  words  "No  Stock"  opposite  the  item  which  cannot  be  supplied. 

a.  Picking  Stock 

The  quantities  specified  on  the  requisitions  are  presumed 
to  be  approximate  and  if  by  the  use  of  a full  case,  carton  or  bale 
it  is  possible  to  come  within  200  to  250  yards  of  the  quantities 
specified  on  the  requisition  it  is  understood  that  no  original  cases 
will  be  broken.  When  cases  are  selected  they  are  moved  to  a desig- 
nated location  where  the  shipment  is  assembled.  On  each  case  is 
marked  the  requisition  number  to  indicate  the  shipment  to  which  they 
belong.  It  is  the  duty  of  the  clerk  picking  the  stock  to  ascertain 
that  the  weight  of  the  case  is  marked  thereon  and  if  a weight  does 
not  appear  the  case  must  be  weighed  and  suitably  marked. 


» 


On  the  reverse  side  of  each  requisition  the  clerk  makes 
a detailed  listing  of  each  case  showing  contents,  case  number  and 
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^ weight  for  each  type  of  item  appearing  on  the  requisition.  7/hen 

this  information  has  beon  properly  recorded,  the  requisition  is 
given  to  the  Record  Clerk. 

b , Checking 

The  stock  assembled  for  shipment  is  then  checked  by  a 
Checking  Clerk  who  lists  in  detail  on  a tally  sheet  prepared  in 
duplicate  the  contents  of  each  case,  bale  or  carton.  As  each 
case  is  checked  it  is  numbered  consecutively  beginning  with  number 
one.  This  number  is  placed  as  an  appendage  to  the  requisition 
number  previously  marked  on  the  case  by  the  clerk  who  picked  it 
from  stock.  The  Checking  Clerk  then  lists  on  the  Tally  Sheet  in 
the  same  detail  as  shown  on  the  reverse  side  of  the  requisition 
the  contents  of  each  case,  the  case  number,  quantity  and  weight. 

7/hen  completed,  the  Tally  Sheet  is  forwarded  to  the  Record  Clerk 
who  compares  it  with  the  inf omation  listed  on  the  reverse  side  of 
the  requisition  given  him  by  the  clerk  who  picked  the  stock.  If 
these  records  are  in  agreement  all  copies  of  both  forms  are  for- 
warded to  a typist.  If  the  records  do  not  agree  a further  check 
must  be  made  to  correct  any  discrepancy. 

3 . Preparation  of  Shipping  Ticket,  Form  DD-S 

From  the  information  shown  on  the  Tally  Sheet  the  typist 
prepared  Shipping  Ticket,  Form  DD-2  in  five  copies  and  a tissue. 

In  the  heading  of  this  form  is  placed  the  requisition  number,  the 
name  of  the  consignor  and  the  consignee  and  in  the  body  of  the  form 
is  listed  in  detail  the  merchandise  included  in  the  shipment,  by 
case,  type  of  commodity,  quantity  and  weight. 

The  typist  also  prepares  a label  for  each  case  which  shows 
the  name  and  address  of  both  the  consignor  and  consignee  together 
with  the  requisition  number  and  case  number.  These  labels  are  then 
forwarded  to  the  Checking  Cleric  who  pastes  them  securely  on  the 
proper  cases  and  removes  at  the  same  time  any  former  shipping  marks 
appearing  on  the  cases. 

The  Requisition  for  Material  in  duplicate,  the  original 
copy  of  the  tally  sheet  and  all  copies  of  the  Shipping  Ticket  are 
then  placed  in  a pending  file  to  await  bills  of  lading. 

4 . Bil l_s_  of  Lading 

The  duplicate  copy  of  the  tally  sheet  is  forwarded  to 
the  Director  of  Distribution,  Harrisburg,  requesting  Federal  Bills 
of  Lading  to  cover  the  shipment.  The  date  of  this  request  is  noted 
in  the  proper  column  of  the  Outgoing  Shipment  Register.  Upon  re- 
ceipt of  the  Federal  Bills  of  Lading  from  the  Distribution  Depart- 
ment, Harrisburg,  the  date  of  receipt  is  noted  in  the  Outgoing 
Shipment  Register,  the  shipping  papers  are  removed  from  the  pond- 
ing  file  and  the  merchandise  prepared  for  loading  into  freight  cars. 
During  the  loading  operation  the  case  markings  covering  commodity 
and  quantity  are  again  checked  against  the  inf  omation  appearing 
on  the  tally  sheet. 


When  the  merchandise  is  satisfactorily  loaded  the  Checking 
Clerk  indicates  by  a pencil  notation  in  the  spaces  provided  on  the 
original  copy  of  the  Tally  Sheet,  the  date  shipment  was  loaded,  car 
number,  car  seal  number  and  the  bill  of  lading  number  on  which  the 
merchandise  is  shipped.  All  copies  of  the  shipping  papers  are  then 
forwarded  to  the  typist  who  fills- in  on  all  copies  of  the  Shipping 
Ticket  the  information  noted  in  pencil  on  the  original  copy  of  the 
Tally  Sheet  by  the  Checking  Clerk. 

5.  Disposition  of  Shipping  Documents 

Federal  Bills  of  Lading  in  five  copies  are  then  presented 
to  the  transportation  company’s  agent  who  receipts  all  copies,  re- 
taining the  fifth  copy  (salmon)  for  his  file.  The  original  (white) 
and  duplicate  (yellow)  copies  of  the  bills  of  lading  together  with 
copies  1,  2,  3 and  4 of  Shipping  Ticket  are  mailed  by  the  Record 
Clerk  to  the  consignee.  These  papers  should  be  accompanied  by  a 
letter  or  mimeographed  form  stating  what  is  enclosed  and  instructing 
the  consignee  regarding  the  disposition  of  the  enclosures.  Copies 
3 and  4 ^yellow,  memorandum  copies)  of  the  bills  of  lading  are  sent 
by  the  Record  Clerk  to  the  Traffic  Officer,  Procurement  Division, 
U.S,  Treasury,  218  South  Second  Street,  Harrisburg.  Copy  5 of  the 
Shipping  Ticket  is  forwarded  to  the  Director  of  Distribution,  Har- 
risburg. 


In  the  Outgoing  Shipment  Register  should  be  noted  the  date 
of  shipment  and  the  car  number  in  which  the  merchandise  was  loaded. 
The  original  copy  of  the  Requisition  for  Material,  the  original  copy 
of  the  tally  sheet  and  the  tissue  copy  of  the  Shipping  Ticket  are 
filed  in  the  warehouse  by  the  Record  Clerk  after  proper  entry  has 
been  made  to  the  Perpetual  Inventory  Card  file.  The  duplicate  copy 
of  the  Requisition  for  Materials  may  be  destroyed. 

6 . Shipping,  Less-than-Case  quantities 

When  a Requisition  for  Materials,  WPA  Form  2753,  is  re- 
ceived requesting  an  amount  which  is  less  than  a case,  an  original 
case  should  be  broken  and  sufficient  merchandise  extracted  to  fill 
the  amount  requested.  In  unpacking  original  cases  the  contents 
should  be  checked  and  all  differences  should  be  noted  on  Over,  Short 
and  Damage  Report,  Form  DD-4,  which  is  prepared  in  triplicate  in 
numerical  sequence  beginning  with  number  one.  This  report  should  be 
prepared  in  detail  as  indicated  on  the  report  from  and  the  report 
should  be  forwarded  to  the  Record  Clerk  at  the  end  of  each  day.  The 
original  and  triplicate  copies  of  this  report  are  then  forwarded  to 
the  Director  of  Distribution,  Harrisburg,  and  the  duplicate  copy  is 
retained  by  the  Record  Clerk  for  posting  the  adjustment  to  the  Per- 
petual Inventory  Card  file. 
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The  procedure  for  packing  and  checking  merchandise  is  sim- 
ilar to  that  mentioned  previously  for  full  packages.  On  the  label 
prepared  for  the  mixed  case  in  which  the  various  bolts  of  each  com- 
modity are  packed  shall  be  noted  a detailed  description  of  the  case 
contents  showing  the  commodity,  amount  of  each  commodity  and  the 
total  weight  of  the  entire  case. 


B . Shipping  of  Food  Commodities,  Finished  Clothing  and  Project 
Supplies  and  Equipment 

1,  Receipt  of  Requisition 

Food  commodities,  finished  clothing  and  project  supplies 
and  equipment  are  requisitioned  on  Requisition  Form  DP-1  which  is 
received  ^y  the  warehouse  in  duplicate.  If  merchandise  is  to  move 
by  rail  and  it  is  possible  to  determine  in  advance  the  number  of 
cases  and  weights,  the  Requisition  will  be  accompanied  by  a Federal 
Bill  of  Lading  (original  and  four  copies). 

a . Outgoing  Shipment  Register 

Upon  receipt  of  the  Requisition  it  shall  be  entered  in 
the  Outgoing  Shipment  Register  as  explained  previously  under  "Ship- 
ping of  WPA  Raw  Material". 

2 . Filling  Requisitions 

After  en';ry  in  the  Outgoing  Shipment  Register  the  original 
copy  of  the  Requisition  is  given  by  the  Record  Clerk  to  a clerk  for 
the  picking  of  stock  necessary  to  fill  the  Requisition.  In  the  ex- 
planation to  follow  it  is  assumed  that  the  Requisition  has  called 
for  a full  carload  shipment. 

As  the  clerk  selects  items  from  stock  he  has  them  trucked 
directly  into  the  freight  car.  The  reverse  side  of  the  Requisition 
is  used  by  the  clerk  for  listing  merchandise  taken  from,  stock.  When 
the  selection  of  stock  for  shipment  is  complete,  the  clerk  signs 
the  reverse  side  of  the  Requisition  as  certification  that  the  Re- 
quisition is  properly  filled  and  sends  it  to  the  Record  Clerk.  The 
checking  of  the  merchandise  at  the  point  of  loading  is  done  in  the 
same  manner  as  when  shipments  are  received,  as  outlined  elsewhere  in 
this  section  under  '''Receiving".  SERB  Form  57  is  used  for  listing 
various  details  of  the  shipment  which  are  in  turn  summarized  on  a 
tally  sheet  prepared  in  duplicate.  In  the  body  of  the  tally  sheet 
the  commodities  will  be  broken  down  by  type  showing  the  number  of 
units  and  total  weight.  Address  labels  are  not  required  on  mer- 
chandise moving  in  carload  quantities  to  one  destination,  but  all 
previous  shipping  marks  should  be  removed  from  cases  or  blacked  out. 
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^ The  receiving  record  (SERB  Form  57)  and  the  tally  sheet 

in  duplicate  are  sent  to  the  Record  Clerk  who  compares  these  forms 
with  the  information  shown  on  the  reverse  side  of  the  Requisition. 

If  these  records  are  in  agreement  they  are  forwarded  to  a typist 
for  preparation  of  a Shipping  Ticket.  Otherwise  they  must  be  rec- 
onciled before  proceeding  further. 

3 . Preparation  of  Shinning  Ticket,  Form  DD-2 

The  typist  prepares  a Shipping  Ticket  in  five  copies  and 
a tissue  from,  the  tally  sheet  received  from  the  Record  Clerk.  When 
this  operation  is  completed  the  balance  of  the  information  relating 
to  the  shipment  is  noted  in  the  Outgoing  Shipment  Register. 

4 . Disposition  of  Shipping  Documents 

The  Federal  Bills  of  Lading  are  presented  to  the  agent  of 
the  transportation  company  who  will  receipt  all  five  copies,  retain- 
ing the  fifth  copy  for  his  records. 

The  original  and  duplicate  copies  of  the  Federal  Bill  of 
Lading  and  the  original  and  duplicate  copies  of  the  Shipping  Ticket 
are  forwarded  to  the  consignee.  The  third  and  fourth  copies  of  the 
Federal  Bill  of  Lading  are  forwarded  to  the  Traffic  Officer,  Pro- 
curement  Division,  17. S.  Treasury,  218  South  Second  Street,  Harrisburg. 

Copy  3 of  the  Shipping  Ticket  is  forwarded  to  the  Zone 
Office  of  the  Zone  in  which  the  consignor  is  located.  Copy  4 of 
the  Shipping  Ticket  is  forwarded  to  the  Director  of  Distribution, 
Harrisburg,  Copy  5 of  the  Shipping  Ticket  is  forwarded  to  the 
Zone  Office  of  the  Zone  in  vdiich  the  consignee  is  located. 

The  tissue  copy  of  the  Shipping  Ticket,  the  original 
copy  of  the  Requisition  and  the  original  copy  of  the  tally  sheet 
and  the  receiving  record  (SERB  Form  57)  are  filed  in  an  Outgoing 
Shipment  File  by  Requisition  number  after  proper  posting  to  the 
Perpetual  Inventory  Card  file.  The  duplicate  copy  of  the  Requi- 
sition may  be  destroyed, 

, 5.  Less-than-Carload  Shipments 

The  handling  of  Requisitions  for  le ss-than-carload  quan- 
tities differs  only  slightly  from  the  handling  of  carload  quanti- 
ties. In  picking  the  merchandise  from  stock  it  is  assembled  in  a 
space  provided  for  this  purpose  rather  than  being  trucked  directly 
into  the  freight  car.  This  applies  to  full  case  quantities  as  well 
as  to  smaller  lots  which  must  be  packed  for  shipment.  As  merchan- 
dise is  assembled  the  clerk  picking  the  stock  makes  a detailed 
listing  of  the  items  on  the  reverse  side  of  the  Requisition  and 
marks  the  Requisition  number  in  crayon  on  each  of  the  full  case 
quantities. 
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When  the  shipment  is  completely  assembled  the  Requisition 
is  signed  by  the  clerk  who  picked  the  stock  and  forwarded  to  the 
Record  Clerk*  The  Checking  Clerk  makes  a detailed  check  of  the  ship 
ment  and  lists  all  packages  on  a tally  sheet  prepared  in  duplicate. 
In  performing  this  operation  each  bale,  carton  or  case  of  the  ship- 
ment is  numbered  consecutively  beginning  with  one.  This  number  is 
placed  as  an  appendage  to  the  Requisition  number  previously  marked 
by  the  clerk  who  picked  the  stock.  The  detailed  information  in  the 
body  of  the  tally  sheet  shows  in  addition  to  the  type  of  commodity, 
number  of  units  and  weight,  the  number  which  was  assigned  each  pack- 
age by  the  Checking  Clerk, 

The  tally  sheet  in  duplicate  is  then  sent  to  the  Record 
Clerk  for  comparison  with  the  reverse  side  of  the  Requisition,  If 
in  agreement  these  records  aro  then  forwarded  to  the  typist  for 
preparation  of  the  Shipping  Ticket,  Form  DD-2. 

At  the  time  the  typist  prepares  the  Shipping  Ticket  in 
five  copies  plus  the  tissue,  shipping  labels  are  also  typed  for 
each  bow,  bale  or  carton  which  labels  bear  the  Requisition  and  case 
number  assigned  by  the  Checking  Clerk.  For  cases  with  mixed  con- 
tents the  labels  should  show  the  contents  of  each  case  in  detail 
in  addition  to  the  Requisition  number  and  case  number.  When  the 
labels  are  completed  they  are  turned  over  to  the  Checking  Clerk 
who  attaches  them  to  the  proper  cases. 

The  duplicate  copy  of  the  tally  sheet  is  forwarded  by  the 
Record  Clerk  to  the  Director  of  Distribution,  Harrisburg,  with  a 
request  to  obtain  Federal  Bills  of  Lading  to  cover  the  shipment. 

A posting  is  made  in  the  Outgoing  Shipment  Register  to  note  the 
date  of  this  request  and  the  shipping  documents  are  filed  in  a 
pending  file  to  await  receipt  of  the  bills  of  lading.  When  the 
bills  of  lading  are  received  the  date  of  receipt  and  the  bill  of 
lading  number  are  noted  in  the  Outgoing  Shipment  Register  and  ship- 
ment of  merchandise  is  made  in  the  usual  manner. 

The  shipping  documents  covering  the  shipment  are  disposed 
of  as  noted  previously  in  this  part. 


INVENTORY 


A . Method  of  Taking  Inventory 

Physical  Inventories  should  be  taken  monthly  of  all  com- 
modities in  the  warehouse.  The  specific  dates  upon  which  these 
inventories  are  to  be  taken  should  conform  to  the  requirements  of 
the  Accounts  and  Reports  Section  of  the  Distribution  Department. 
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In  taking  inventory  the  method  used  is  to  divide  the 
warehouse  into  reasonably  small  sections  and  take  an  inventory 
for  each  section  as  a separate  unit.  The  force  assigned  to  the 
task  of  taking  the  inventory  should  be  divided  into  "Inventory 
Teams"  of  two  men  each,  one  of  whom  will  obtain  the  required  in- 
formation from  the  bale,  case  or  carton  markings  and  the  other 
tabulate  this  information  on  the  inventory  sheets. 

The  responsibility  for  taking  the  inventory  is  that  of 
the  Warehouse  Foreman.  He  assigns  each  inventory  /team  to  a par- 
ticular section  of . the  warehouse.  Immediately  upon  the  comple- 
tion of  the  inventory  for  each  section,  the  inventory  sheet  is 
returned  to  the  Warehouse  Foreman  and  this  team  assigned  to  another 
section.  At  the  same  time  another  team  is  assigned  to  the  first 
section  and  they  repeat  the  work  previously  done  by  the  first  team, 
’When  the  inventory  sheets  of  the  first  and  second  count  are  re- 
ceived by  the  Warehouse  Foreman  they  are  compared  and  if  it  is 
found  that  the  count  of  both  teams  agrees,  it  is  a safe  deduction 
that  the  inventory  is  correct.  If,  however,  these  two  counts  do 
not  agree,  it  is  necessary  to  make  additional  counts  until  it  is 
definitely  determined  that  the  correct  count  has  been  taken. 

This  routine  is  followed  until  such  time  as  the  complete 
inventory  has  been  taken. 


* 
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PROCEDURE  FOR  COMMODITY  DISTRIBUTION 


SECTION  VI 
ACCOUNTS  AND  REPORTS 

GENERAL 


A,  Introduction 

The  Accounts  and  Reports  Section  of  this  Procedure  ex- 
plains the  various  accounting  records  maintained  and  reports  ore- 
pared  in  the  Zone,  County  or  Area  and  State  offices  of  the  listri- 
but i on  De par tme nt , 


Most  of  the  accounting  work  is  concentrated  in  the  Zone 
Offices.  The  County  or  Corea  reports  supply  the  Zone  Office  with 
the  inf ormation  for  properly  recording  the  distribution  activities 
of  each  county  or  relief  area.  From  these  reports,  the  reports  of 
Distributors  and  the  Zone  warehouse  records,  the  Zone  Office  com- 
piles information  for  Zone  reports  which  are  submitted  periodically 
to  the  Distribution  Department,  Harrisburg.  In  this  department  these 
report  figures  are  used  for  necessary  Federal  reporting. 


ZONE  OFFICES 

Zone  accounting  and  reporting  is  discussed  under  the  fol- 
lowing headings: 

A.  Commodity  Records  and  Forms 

B.  Commodity  Order  Records  Maintained  and  Reports  Received 

C.  Distributor’s  Reports  Received 

D.  Payment  of  Distribution  Fees 

E.  Reports  Prepared  by  Zone  Offices 

A.  Commodity  Records  and  Forms 

1 . Stock  Ledger  Control 


Each  Zone  Office  shall  maintain  a Stock  Ledger  Control  for 
(1)  Food  and  (2)  Commodities  other  than  Food,  for  the  purpose  of  re- 
cording all  transactions  pertaining  to  the  receipt  and  distribution 
of  Federal  Surplus  Commodities,  handled  through  the  respective  zones. 
A separate  sheet  shall  be  maintained  for  each  commodity,  the  classi- 
fication, unit  size  and  sheet  number  being  shown  in  the  upper  right 


SECTION  VI 


% 


- 2 - 

hand  corner  of  each  sheet.  The  zone  identification  number  shall  be 
shown  in  the  upper  left  hand  corner  of  each  sheet.  Entries  shall  be 
made  to  this  record  daily,  and  the  following  information  will  be  shown 
thereon . 


a.  Food  - (Stock  Ledger  Control,  Form  DD-5) 

Col.  1 - Date  - Enter  the  date  of  the  document  being 

recorded. 


Col.  2 - Description  - Record  the  name  of  the  consignor, 
consignee,  zone  name  or  symbol,  and  document  number  being  recorded. 

Col.  3 and  4 - Receipts  - Under  the  Unit  and  Net  Weight 
columns  shall  be  recorded  the  number  of  units  and  net  weight  of  each 
shipment  received  for  Zone  Warehouse  inventory  or  shipments  made  di- 
rect to  Distributors  within  the  zone. 

Direct  shipments  received  by  the  Zone  Warehouse  or  the 
Distributor  on  Carload  Lot  Shipping  Instructions,  Form  FSCC  10,  shall 
be  recorded  from  the  third  copy  of  that  form.  Carload  or  less  than 
carload  shipments  received  by  the  Zone  Warehouse  from  other  zones 
shall  be  recorded  from  copy  one  of  the  Shipping  Ticket,  Form  DD-2, 
received  from  the  shipping  zone. 

'When  merchandise  in  bulk  is  received  by  a Zone  Warehouse 
which  is  to  be  processed  prior  to  distribution,  the  number  of  units  to 
be  recorded  will  be  the  figure  obtained  by  dividing  the  total  net  weight 
received  by  the  weight  of  the  items  to  be  requested  from  the  processor. 
All  adjustments  to  the  number  of  units  processed  will  be  recorded  in 
the  unit  column  of  this  section.  All  transfers  of  merchandise  to  the 
Processing  Project  will  be  recorded  in  rod  figures  in  these  columns, 
the  source  of  the  entry  being  the  third  copy  of  the  Shipping  Ticket, 
covering  this  transfer.  All  adjustments  for  actual  losses  by  Distrib- 
utors or  others  shall  be  recorded  in  rod  figures  in  these  columns  from 
Form  DD-4. 


Shipments  received  by  Distributors  from  other  zone  warehouses 
or  from  Distributors  operating  under  other  zones  will  be  recorded  from  copy 
five  of  the  Shipping  Ticket  received  from  tho  shipping  zone.  The  receipt 
of  processed  merchandise  from  the  Processing  Project  will  be  recorded  in 
columns  5 and  4 from  the  outgoing  Tally  Sheet  received  from  the  Processing 
Project . 


Transfers  from  the  Processing  Project  to  other  zone  ware- 
houses or  Distributors  in  other  distribution  Zones  will  be  recorded  in 
columns  3 and  4 from  copy  three  of  the  Shipping  Ticket. 

Col.  5 and  6 - Merchandise  in  Process  - Under  number  of  units 
and  net  weight  shall  be  recorded  the  number  of  units  and  net  weight  of  the 
bulk  merchandise  transferred  from  the  Zone  Warehouse  to  tho  Processing 
Project.  The  source  of  entry  will  be  copy  three  of  the  Shipping  Ticket. 
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Credits  for  processed  merchandise  returned  to  the 
Warehouse  or  shipped  direct  to  other  zone  warehouses  or  distributers 
shall  be  recorded  in  these  columns  in  red  figures  to  indicate  the 
reduction  in  the  merchandise  received  for  processing.  The  processor’s 
Tally  Sheet  is  the  source  of  the  entry,  in  the  former  case,  and  copy 
throe  of  the  Shipping  Ticket  in  the  latter. 

Any  adjustments  pertaining  to  overages  or  shortages 
while  in  process  will  also  be  recorded  in  these  columns. 

Col.  7 and  8 - Withdrawals  - Transfers  - Enter  in  these 
columns  from  the  third  copy  of  the  Shipping  Ticket,  the  number  of 
units  and  net  weight  of  all  shipments  made  to  zones  and  distributors 
or  transfers  made  between  distributors  and  zone  originating  in  the 
shipping  zone. 


When  merchandise  is  returned  to  the  zone  warehouse  by 
a distributor,  the  number  of  units  and  net  weight  of  the  shipment  will 
be  recorded  in  red  figures  in  order  to  affect  the  reduction  in  distri- 
butor shipments.  The  source  of  these  entries  will  be  the  Distributors 
invoice.  Any  adjustment  pertaining  to  actual  shortage  or  loss  in  the 
distributors  inventory  will  be  recorded  in  these  columns  from  the  Over, 
Short  and  Damage  Report,  Form  DD-4. 

Transfers  of  merchandise  between  distributors  within 
the  shipping  zone  or  with  other  zone  warehouses  or  distributors  will 
be  recorded  in  column  7 and  8 from  the  third  copy  of  the  Shipping 
Ticket.  Credit  for  the  transfer  will  be  recorded  in  these  columns  in 
red  figures,  the  source  of  entry  being  the  third  copy  of  the  Shipping 
Ticket . 


Col.  9 and  10  - Fee  Liability  - Record  gross  weight  of 
all  shipments  made  to  distributors.  This  figure  is  the  basis  of  cal- 
culation of  the  maximum  fee  payable  to  the  Distributor  on  the  ship- 
ment which  will  be  shown  in  column  10. 

When  merchandise  is  transferred  by  a distributor  the 
gross  weight  of  the  number  of  units  being  transferred  will  be  recorded 
in  red  figures  to  affect  the  reduction  of  the  gross  weight  on  which 
fees  payable  arc  computed.  Maximum  Fees  Payable  Account,  column  10, 
will  bo  adjusted  accordingly. 

Col.  11  and  12  - Balance  - The  amounts  to  bo  reflected 
in  these  columns  will  be  the  result  of  subtracting  the  total  amount  re- 
flected under  withdrawals  and  transfers,  columns  7 and  8,  from  the 
total  amount  reflected  under  Receipts,  columns  3 and  4 respectively. 

Total  for  Month  - The  amounts  to  be  recorded  on  this 
line  in  the  respective  columns  will  be  the  sum  of  the  items  in  each 
column  loss  the  amount  shown  in  the  line  captioned  "Bro’t  Forward", 
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Total  to  Date  - The  amounts  to  be  recorded  on  this  line 
in  the  respective  columns  will  be  the  sum  of  the  "Total  for  Month" 
and  the  amount  shown  on  the  line  captioned  "Bro’t  Forward".  At  the  be- 
ginning of  the  subsequent  month  the  figures  appearing  on  the  "Total  to 
Date"  line,  for  each  column,  will  be  carried  forward  to  the  line  cap- 
tioned "Bro’t  Forward"  for  the  sheets  for  that  month. 

Posting  to  Distributors  Ledger,  Form  DP-7  - Posting  will 
be  made  daily  to  the  individual  accounts  of  the  Distributors  Ledger 
for  all  shipments  and  transfers  made  to  and  from  distributors,  as  well 
as  the  maximum  gross  weight  and  Fees  Payable.  These  postings  will  be 
made  from  columns  1,  2,  7,  8,  9 and  10. 


Form  DD-6 ) . 
recorded. 


b.  Commodities  Other  Than  Food  (Stock  Ledger  Control, 
Col.  1 - Date  - Enter  the  date  of  the  document  being 


Col.  2 - Description  - Record  the  name  of  the  con- 
signor, consignee,  zone  number  or  symbol,  and  document  number  being 
recorded. 


Col.  3 - Receipts  - Enter  in  this  column  the  number  of 
items  received  from  suppliers,  zone  warehouses  and  county  warehouses. 
The  recording  of  receipts  will  be  handled  in  the  same  manner  as  out- 
lined for  Food. 


Items  received  from  WPA  sewing  rooms  will  also  be  re- 
corded in  this  column,  the  source  of  entry  being  the  WPA  Tally  Sheet, 
Form  No.  WPA  2929. 

Col.  4,  5,  6 - Withdrawals  - Transfers 

Col.  4 - Record  in  this  column  the  number  of  items 
shipped  to  other  zones  from  the  number  three  copy  of  the  Shipping 
Ticket . 


Col.  5 - In  this  column  record  the  following; 

The  number  of  items  shipped  to  County  Warehouses  oper- 
ating under  the  shipping  zone,  from  the  number  three  copy  of  the  Ship- 
ping Ticket. 


The  number  of  items  shipped  by  another  zone  to  a ware- 
house operating  under  the  Receiving  Zone  from  the  number  five  copy 
of  the  Shipping  Ticket. 

Transfer  of  merchandise  between  county  warehouses 
within  the  shipping  zone,  with  other  zones,  or  other  zones  and  their 
distributors  will  be  recorded  from  the  number  three  copy  of  the 
Shipping  Ticket  as  outlined  under  Food. 
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|}  Col.  6 - The  amount  appearing  in  this  column  will 

be  the  total  of  all  items  shipped  to  zone  and  county  warehouses, 
which  is  the  sum  of  column  4 and  5. 

Col.  7 - Zone  Inventory  - The  amount  appearing  in 
this  column  will  always  be  the  difference  between  the  total  items 
appearing  in  columns  3 and  6. 

Col.  8 - Deliveries  to  Recipients  - The  amount  to  be 
recorded  in  this  column  will  be  obtained  from  Monthly  Report  of  Com- 
modity Distribution,  Form  DD-9,  received  from  the  county  warehouses. 

Col.  9 - County  Warehouse  Inventory  - The  amount  to 
be  recorded  in  this  column  will  be  the  difference  between  the  total 
of  column  5 and  column  8, 

Total  for  Month  aid  Total  to  Date  - These  amounts  will 
be  recorded  and  handled  in  the  same  manner  as  outlined  above  for 
Food. 


Posting  to  Zone  Warehouse  Ledger,  Form  DP-8  - Postings 
will  be  made  daily  to  the  individual  accounts  of  the  zone  ledger  for 
all  shipments  and  transfers  made  to  and  from  warehouses. 


2 , Distributors  Ledger  and  Zone  Warehouse  Ledger 

A Distributors  Ledger,  Form  DD-7,  and  a Zone  Warehouse 
Ledger,  Form  DD-8,  shall  be  maintained  in  each  Zone  Office  for  the 
purpose  of  summarizing  the  transactions  pertaining  to  distribution 
of  Surplus  Relief  Commodities  through  the  Distributors  and  County 
War eh ouses. 


A separate  sheet  shall  be  maintained  in  these  ledgers  for 
each  type  of  commodity.  The  classification,  unit  size  and  sheet 
number  is  shown  in  the  upper  right  hand  corner  and  the  name  of  the 
Distributor  or  Warehouse  is  recorded  in  the  upper  left  hand  corner 
of  each  sheet . 

The  following  information  is  recorded  in  these  ledgers: 
a.  Distributors  Ledger,  Form  DD-7 

Col.  1 - Date  - Enter  the  date  appearing  in  column  1 
of  the  Stock  Ledger  Control. 

Col.  2 - Description  - Enter  the  information  contained 
in  column  2 of  the  Stock  Ledger  Control. 


Col.  3 & 4 - Shipment s - Enter  number  of  units  and 


6 


SECTION  VI 


amount  of  net  weight  appearing  in  columns  7 and  8 respectively  in 
the  Stock  Ledger  Control. 

Col.  5 - Enter  the  total  number  of  Surplus  Commodity 
Orders  (Retailer’s  Section)  returned  to  the  Zone  Office.  This  informa- 
tion will  be  posted  from  Distributors  letter  of  transmittal  after  it 
has  been  verified.  Overages  or  shortages  (other  than  actual  shortages) 
will  be  adjusted  by  recording  an  entry  in  this  column  to  decrease  or 
increase  the  number  of  Retailer’s  Sections  of  the  commodity  orders 
received. 


Col.  6 - Enter  the  difference  between  the  total  of 
column  3 and  column  5. 

Col.  7 - Enter  at  the  time  of  recording  the  Voucher 
for  Purchases  or  Services,  Form  AC-3,  in  the  Fees  Vouchered  Column 
12,  the  total  number  of  Surplus  Commodity  Orders  (Recipient's  Sec- 
tion) returned  by  Distributors  to  the  Zone  Office  with  invoices  for 
Distribution  Fees. 


Col.  3 - Enter  the  gross  weight  applicable  to  the 
number  of  Recipients  Sections  of  Commodity  Orders  returned  with  the 
Distributors  invoice.  This  weight  will  be  used  as  the  basis  for 
computation  of  the  fees  to  be  vouchered. 

Col.  9 - Enter  the  difference  between  the  total  of 
items  reflected  in  column  3 and  column  7,  which  represents  the  number 
of  unvouchered  units  shipped  to  the  Distributor. 


9 r of  the 
the  Stock 
vouchered 
column  11 


Col.  10  - Enter  the 
Stock  Ledger  Control. 

Col.  11  - Enter  the 
Ledger  Control. 

Col.  12  - Enter  the 
on  Voucher  Form  AC-3  for 

Col.  13  - Enter  the 
and  column  12. 


gross  weight  appearing  in  column 

amount  appearing  in  column  10  of 

amount  of  the  Distributors  Fees 
the  respective  commodity. 

difference  between  the  total  of 


At  the  end  of  each  month  each  account  in  the  ledger 
will  be  totaled,  but  will  not  be  ruled  out. 


b.  Zone  Warehouse  Ledger,  Form  DD-8 

Col.  1 - Dato  - Enter  the  dato  appearing  in  column  1 
of  the  Stock  Ledger  Control. 


Col.  2 - Description  - Enter  the  information  contained 
in  column  2 of  the  Stock  Lodger  Control. 

Col.  3 - Shipments  - Enter  the  amount  appearing  in  col- 
umn 5 of  the  Stock  Ledger  Control. 
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Col.  4 - Delivered  to  Recipient  - Enter  the  amount 
appearing  in  column  8 of  the  Stock  Ledger  Control. 

Col.  5 - Inventory  Item  - Enter  the  difference  be- 
tween the  total  of  the  items  in  column  3 and  column  4. 

At  the  end  of  each  month,  each  account  in  the  ledger 
will  be  totaled  but  will  not  be  ruled  out. 


3.  Requisition,  Form  DD-1 

1.  This  form  will  be  completed  in  five  (5)  copies  when 
requests  for  shipment  are  made  by  a Zone  .Supervisor  and  will  be  dis- 
posed of  in  the  following  manner. 

Copies  1,  2,  3,  and  4 will  be  forwarded  to  the  office  of 
the  Director  of  Distribution  at  Harrisburg. 

Copy  No.  5 will  be  retained  by  the  Zone  Office  for  their 

files. 

After  the  requisition  has  been  approved  by  the  Director 
of  Distribution,  the  four  (4)  copies  received  will  be  disposed  of 
as  follows: 


Copies  1 and  2 will  be  forwarded  to  the  .shipping  zone  and 
will  be  used  as  their  authority  for  making  the  required  shipment 

Copy  No.  3 will  be  forwarded  to  the  consignee. 

Copy  No.  4 will  be  retained  by  the  Director  of  Distribution. 

2.  Requisitions  originating  in  the  office  of  the  Director 
of  Distribution  will  be  completed  in  four  (4)  copies  and  will  be  dis- 
posed of  in  accordance  with  the  procedure  outlined  next  above  with 
the  exception  that  corjy  No.  5 will  not  be  prepared. 

3.  Requisitions  for  Stationery  and  Supplies  originating 
in  the  zone  offices  will  be  completed  in  four  (4)  copies  and  will  be 
disposed  of  as  follows: 

Copies  1,  2 and  3 will  be  forwarded  to  the  office  of  the 
Director  of  Distribution  at  Harrisburg. 

Copy  No.  4 will  be  retained  by  the  zone  office  for  their 

files. 


Upon  receipt  of  the  three  (3)  copies  by  the  office  of  the 
Director  of  Distribution  at  Harrisburg,  copies  1 and  2 will  be  for- 
7/arded  to  the  Supply  Room  for  making  up  the  shipment. 

Copy  No.  3 will  be  retained  for  the  files  of  the  Director 
of  Distribution. 
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3 -A.  Shipping  Ticket,  Form  DD-2 


This  form  will  be  completed  in  five  (5)  copies  for  the 
following  types  of  Food,  Clothing  and  white  Goods  shipments: 

1.  Shipments  from  Zone  Warehouse  to  Zone  Warehouse. 

2.  Shipments  from  one  Zone  Warehouse  to  Distributors  or 
County  or  Area  Warehouses  operating  under  another  zone. 

3.  Shipments  between  Distribut  ms  or  County  or  Area  Ware- 
house operating  under  the  same  zone. 

4.  Shipments  between  Distributors  or  County  or  Area  Ware- 
house operating  under  separate  zones. 

5.  Shipments  from  Zone  Warehouses  to  Distributors  or  County 
or  Area  Warehouses  operating  raider  the  same  zone. 

In  addition  to  the  above  shipments  Shipping  Tickets  are  also 
prepared  on  shipments  of  unprocessed  merchandise  by  the  zone  ware- 
house to  Processing  Projects. 

Each  shipping  ticket  issued  to  Distributors  must  show  the 
gross  weight  of  the  shipment  and  the  maximum  Distribution  Fee  pay- 
able on  tho  same. 

The  copies  of  tho  Shipping  Ticket  will  be  disposed  of  in 
the  following  manner; 

Copy  No.  1 - To  consignee  for  his  permanent  records. 

Copy  No.  2 - To  consignee  for  signature  of  receipt  of 
shipment  and  return  to  office  of  tho  shipping  zone. 

Copy  No.  3 - Retained  by  shipping  zone  office  for  posting 
to  Stock  Ledger  Control. 

Copy  No.  4 - Forwarded  to  the  office  of  the  Director  of 
Distribution  in  Harrisburg. 

Copy  No.  5 - To  the  Receiving  Zone  Office. 
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4.  Outgoing  Tally  Sheet,  Form  VJPA-2929 

Outgoing  Tally  Sheet,  Form  WPA-2929 , is  used  as  a ship- 
ping notice  by  WPA  Projects  for  the  shipments  of  food  or  material 
commodities  which  originate  with  the  projects.  The  projects  in- 
volved are: 


a,  WPA  Sewing  Room  Projects 

b,  WPA  Food  Processing  Projects 

Outgoing  Tally  Sheet  in  duplicate  accompanies  each 
shipment  made  by  the  projects  to  Zone  Offices.  The  original  copy 
is  used  by  the  Zone  Offices  to  record  the  receipt  of  merchandise 
in  the  Stock  Ledger  Control  and  the  duplicate  copy  is  forwarded  by 
the  Zone  Office  to  the  Director  of  Distribution,  Harrisburg. 


5 . Commodities  Returned  by  County  or  Area  Warehouses 

When  merchandise  is  returned  by  a county  warehouse  to 
the  zone  warehouse,  the  county  warehouse  will  prepare  a Delivery 
Record,  Form  DD-20,  in  three  (3)  copies  which  will  be  routed  as 
follows: 

The  original  and  duplicate  copies  are  forwarded  to  the 
Zone  with  the  shipment.  The  original  copy  will  be  used  as  a post- 
ing medium  for  recording  the  transaction  in  the  Stock  Ledger  Con- 
trol and  Zone  Ledger  while  the  duplicate  copy  is  forwarded  by  the 
Zone  Office  to  the  office  of  the  Director  of  Distribution  in  Harris- 
burg. The  triplicate  copy  is  retained  bjr  the  county  warehouse  for 
its  records. 

On  all  such  transactions  the  completed  Delivery  Record 
shall  be  plainly  marked  RETURNED  FOR  CREDIT.  All  copies  of  this 
record  shall  be  signed  by  the  truck  driver  when  merchandise  is  packed 
and  ready  for  transporting  and  the  original  and  duplicate  copies 
signed  by  the  Receiving  Cleric  at  the  Zone  Warehouse  as  acknowledge- 
ment of  the  receipt  of  shipment. 


B • Commodity  Order  Records  Maintained  and  Reports  Received 


1 . Receipt  for  Surplus  Commodity  Orders,  Form  DD-15 

Upon  receipt  of  a shipment  of  Surplus  Relief  Commodity 
Orders,  the  Comptroller  of  the  Local  Financial  Division  shall 
acknowledge  receipt  of  the  shipment  by  completing  the  details  re- 
quired by  this  form. 
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2 . Surplus  Commodity  Orders  Received,  Mailed,  Voided 
and  on  Hand,  Form  DP- 16 

A record  of  Surplus  Commodity  Orders  handled  shall  be 
submitted  in  duplicate  monthly  by  the  Local  Financial  Division  on 
Form  DD-16  accompanied  by  the  Commodity  orders  voided  that  month. 
The  duplicate  copy  of  this  record  is  retained  and  filed  by  the  Zone 
Office  and  the  original  copy  forwarded  by  the  Zone  to  the  office  of 
the  Director  of  Commodity  Distribution,  Harrisburg. 


3 . Surplus  Commodity  Order  Control 

The  record  of  Surplus  Commodity  Orders  Received,  Mailed, 
Voided  and  on  Hand,  Form  DD-16,  received  from  the  Local  Financial 
Division  shall  be  filed  in  the  Zone  Office  by  County  or  /urea  in 
chronological  order.  This  control  can  be  easily  maintained  by  hav- 
ing a folder  for  each  local  Financial  Division  Office. 

It  shall  be  a function  of  the  Zone  'Office  to  check  the 
receipt  of  shipments  of  commodity  orders  by  the  Local  Financial 
Division  with  the  notices  received  from  the  office  of  the  Director 
of  Distribution  pertaining  to  shipments  made  to  these  local  offices. 


C , Distributors  Reports  Received 


1.  Receiving  Report,  Form  DD-5 

Distributors  shall  submit  a request  to  the  Zone  Supervisors 
in  writing  whenever  commodities  are  needed.  These  requests  must 
be  signed  by  a duly  authorized  person.  Whenever  commodity  shipments 
are  received  on  Carload  Lot  Shipping  Instruction,  Form  FSCC-10,  a 
Receiving  Report,  Form  DD-5,  shall  be  completed  in  three  (3)  copies 
by  the  Consignee  and  the  copies  distributed  as  follows: 

Copy  Wo.  1 - To  Zone  Office  for  their  records. 

Copy  No.  2 - To  Zone  Office  for  transmittal  to  the  office 
of  the  Director  of  Distribution  in  Harrisburb. 

Copy  No.  3 - For  the  Consignees  record. 


2 . Commodities  Returned  by  Distributor 

When  commodities  are  returned  by  a Distributor  to  the 
Zone  warehouse,  the  Distributor  will  prepare  an  invoice  on  his  own 
form  in  three  (3)  copies  showing  the  following  information:  Date 

of  shipment,  number  of  units  by  commodity,  name  of  commodity,  gross 
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weight  of  each  commodity  and  net  weight  of  each  commodity. 

The  copies  of  the  form  are  routed  as  follows: 

Copy  No.  1 and  2 - To  the  zone  with  the  shipment,  copy 
one  will  be  used  as  a posting  medium  for  recording  the  transaction 
in  the  Stock  Ledger  Control,  copy  two  will  be  forwarded  by  the  Zone 
Office  to  the  office  of  the  Director  of  Distribution  in  Harrisburg. 

Copy  No.  3 - Will  be  retained  by  the  Distributor. 


3 . Inventory  Report  of  Distributors 

Distributors  shall  submit  a monthly  inventory  report  of 
commodities  on  hand,  by  type  and  unit,  on  their  own  form.  All 
losses  shall  be  explained  in  detail  so  that  the  Zone  Supervisor  will 
have  sufficient  information  to  prepare  the  Over,  Short  and  Damage 
Report,  Form  DD-4-. 

D.  Payment  of  Distribution  Fees 


1.  Distributors  Invoice 

At  the  end  of  each  month  the  Distributor  shall  submit  an 
invoice  in  five  (5)  copies,  to  the  Zone  Office,  indicating  thereon 
the  following  information  on  the  distribution  of  commodities:  Name 

of  commodity,  unit  size,  number  of  units  distributed,  gross  weight, 
fee  rate  per  cwt. , amount  of  distribution  fee  applicable  to  each 
commodity,  and  total  amount  of  oistribution  fees. 

Each  invoice  submitted  must  be  supported  by  the  signed 
recipients  section  of  the  surplus  commodity  order  accepted  by  the 
Distributor  from  the  Retailer. 

Before  the  Distributors  invoice  can  be  ’'Passed  for  Payment” 
it  will  be  necessary  to  determine  that  the  actual  signed  recipient's 
sections  of  the  surplus  commodity  orders  submitted  are  in  agreement 
with  the  number  shown  on  the  invoice.  The  gross  weight  for  each 
commodity  distributed  and  the  Fee  rate  and  the  computation  of  the 
amount  of  Fees  invoiced  shall  be  verified  completely. 

After  the  Distributors  invoice  has  been  completely  audited, 
the  signed  recipient's  sections  received  shall  be  stamped  "Passed 
for  Payment"  and  filed  in  chronological  order  by  Distributors.  The 
Zone  Supervisor  must  sign  all  copies  of  the  Distributors  invoice  as 
evidence  of  his  approval  of  the  charges  invoiced. 

The  invoices  after  auditing  and  vouchering  shall  be  dis- 
posed of  as  follows: 


Revised  August  5,  1936 


11 


SECT I OF  VI 


Copy  No.  1,2,3  and  4 - Submitted  with  Voucher  Form  AC-3 
to  the  office  of  the  Department  of  Distribution  in  Harrisburg. 

Copy  No.  5 - Retained  in  the  zone.  Copy  5 of  the  invoice 
shall  be  cross  referenced  with  the  Voucher  Form  AC-3  on  which  it  is 
submitted  for  payment  and  filed  in  chronological  order  by  Distribu- 
tors. 


2.  Voucher  for  Purchases  or  Services,  Form  AC-5 

Distributors  invoices  shall  be  submitted  to  Harrisburg  for 
payment  on  Voucher  Form  AC-3  which  will  be  prepared  in  four  (4)  copies 
and  a tissue.  The  Voucher  Form  shall  be  numbered  in  numerical  se- 
quence with  each  number  preceded  by  the  Don-  symbol.  For  example, 
the  first  Voucher  for  the  York  Zone  would  be  numbered  Y-l;  the  second, 
Y-2,  etc.  The  following  information  shall  be  filled  in  as  indicated: 

Appropriation  - Fund  - Leave  blank 

Voucher  No.  - Leave  blank 

Dr.  to  - Insert  Distributors  name  and  address 

Req.  No.  - Insert  Zone  number 

Contract  No.  - Indicate 

Date  - Insert  date  A^ouchor  is  prepared 

Project  No.  - Leave  blank 

Comp.  No.  - Leave  blank 

Date  of  Del.-  Insert  date  of  the  Distributors  invoice  and 
indicate  opposite  the  nature  of  the  fee.  In  this  section  the  follow- 
ing information  must  bo  shown:  Name  of  commodity,  unit  size,  number 

of  units  by  commodity,  gross  weight  by  commodity  and  fee  rate  per  com- 
modity. The  amount  of  fee  for  each  commodity  must  be  shown  in  the 
amount  column  and  total  line  must  reflect  the  sum  of  the  fees  shown 
in  the  above  detail. 

The  sections  below  the  Total  line  must  not  be  filled  in  by 
the  Zone  Office  with  the  exception  that  the  AB-2  section  on  copy 
four  shall  be  used  as  a posting  reference  by  the  Zone  Office. 

After  the  voucher  has  been  prepared  in  every  detail,  and 
Rev.  * verified,  the  various  copies  shall  be  signed  by  the  Zone  Supervisor 
* in  the  body  of  the  form.,  and  be  disposed  of  as  follows: 
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Copies  1,  2,  5 and  the  tissue  copy  shall  be  forwarded  with 
four  copies  of  the  Distributors  invoice  to  Harrisburg;  copy  4 shall 
be  retained  by  the  Zone  Office,  to  be  used  as  a posting  medium  for 
recording  the  credit  in  the  Distributors  Ledger  for  the  voucher 
submitted  for  payment.  After  the  posting  has  been  recorded,  the 
amount  posted  together  with  page  number  of  the  Distributors  Ledger 
will  be  indicated  in  the  AB-2  Section  of  this  copy.  All  Voucher 
Forms  AC-3  will  be  filed  in  strict  numerical  order. 


E . Reports  Prepared  by  Zone  Offices 


1 . Statement  of  Distribution  Fees  Payable,  Form  DD-11 

Statement  of  Distribution  Fees  Payable,  Form  DD-11,  shall 
be  prepared  in  duplicate  by  the  Zone  Office  at  the  end  of  each 
month.  The  original  copy  shall  be  forwarded  to  the  Office  of  the 
Director  of  Distribution  at  Harrisburg  and  the  duplicate  copy  shall 
be  retained  by  the  Zone  Office  for  their  files. 

All  copies  of  this  form  must  be  signed  by  the  Zone  Super- 
visor before  submitting  to  Harrisburg. 

The  following  information  shall  be  reflected  by  this 

stat  ement : 


Col.  2 - Enter  the  name  of  each  Distributor  operating 
under  the  Zone . 

Col.  3 - Enter  the  sum  of  the  unvouchered  amounts  appear- 
ing in  column  13  on  the  "Total  To  Date"  line  in  the  Distributers 
Ledger  for  the  month  prior  to  the  month  being  reported. 

Col.  4 - Enter  the  sum  of  the  maximum  fees  payable  in- 
curred during  the  month,  which  are  reflected  in  column  11  on  the 
"Total  for  Month"  line  of  the  Distributors  Ledger. 

Col.  5 - Enter  the  sum  of  the  fees  vouchered  during  the 
month  which  are  reflected  in  column  12  on  the  "Total  for  Month" 
line  of  the  Distributors  Ledger. 

Col,  6 - Enter  the  difference  between  the  sum  of  columns 
3 and  4 minus  column  5. 

Each  column  shall  be  totaled  and  the  totals  cross-footed 
for  accuracy.  On  the  reverse  side  of  this  report  shall  be  recorded 
the  Voucher  Form  AC-3  numbers  and  amount  of  each  voucher  submitted 
to  Harrisburg,  during  the  month. 


> 


2.  Over,  Short  and  Damage  Report , Form  DD-4 


This  report  will  be  made  in  three  (3)  copies  by  the  Zone 
Supervisor  for  all  losses  whether  by  Zone  Warehouse,  Distributor  or 
Processing  Project  and  the  copies  will  be  distributed  in  the  follow- 
ing manner: 

Copy  No.  1 - To  the  Zone  Office  for  proper  recording  in 
the  records. 

Copy  No.  2 - To  the  Zone  Warehouse  Foreman,  Distributor 
or  Processing  Project. 

Copy  No.  3 - To  the  office  of  the  Director  of  Distribution 
in  Harrisburg. 

The  report  will  be  issued  only  after  the  Zone  Supervisor 
has  proved  to  his  own  satisfaction  that  the  losses  have  been  incurred. 
All  copies  of  this  form  must  be  signed  by  the  Zone  Supervisor. 


3.  Summary  of  Zone  Monthly  Inventory,  Form  DD-10 


At  the  end  of  each  month  a Summary  of  Zone  Monthly  Inven- 
tory, Form  DD-10,  will  bo  compiled  in  the  Zone  Office  in  triplicate 
for  each  commodity.  The  original  and  duplicate  copies  will  be  for- 
warded to  the  office  of  the  Director  of  Distribution  in  Harrisburg  not 
later  than  the  fifth  (5th)  day  of  the  month  following  the  month  being 
reported.  The  duplicate  copy  will  be  retained  by  the  Zone  Office  for 
their  files. 

Separate  inventory  sheets  will  be  submitted  for  (1)  Food 
and  (2)  Commodities  Other  Than  Food.  In  addition  the  face  sheet 
of  the  report  will  be  divided  into  two  sections  and  the  name  of  the 
reporting  Zone,  the  month  and  the  name  of  the  commodities  being  re- 
ported will  be  shown  in  the  spaces  provided  for  the  purpose  of  re- 
porting separately  transactions  applicable  to  the  Zone  and  to  Dis- 
tributors or  County  Warehouses  operating  under  the  Zone.  All  the 
information  necessary  for  this  report  will  bo  taken  from  the  "Total 
for  Month"  line  of  the  Stock  Ledger  Control  and  Distributors  Ledger. 
All  losses  reported  must  be  shown  in  detail  on  the  reverse  side  of 
the  report  indicating  name  of  commodity,  unit,  quantity  of  loss  and 
reason  for  loss. 

The  Zone  Supervisor  must  sign  all  copies  of  this  report, 
a.  Food 

(1)  Zone  Warehouses 

All  transactions  pertaining  to  the  Zone 
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Warehouse  will  be  recorded  on  this  form  on  line  1 in  the  following 
manner: 


Column  3 - Enter  the  quantity  on  hand  at  the 
beginning  of  the  month  as  shown  on  line  1.  (Bro’t  Forward)  in 
column  12  of  the  first  sheet  of  the  Stock  Ledger  Control,  Form  DD-5, 
for  the  month. 


Column  4 - Enter  the  Total  Receipts  for  ship- 
ments on  F.S.C.C.  Form  10  that  may  be  included  in  column  4 of  the 
Stock  Ledger  Control. 


Column  5 - Enter  tho  total  amount  of  receipts 
other  than  shipments  made  on  Form  F.S.C.C.  10  that  may  be  included 
in  column  4 of  the  Stock  Ledger  Control.  This  amount  is  always  the 
difference  between  the  total  receipts  for  the  month  as  shown  on  the 
"Total  for  Month"  line  minus  tho  receipts  of  Form  F.S.C.C.  10  ship- 
ments included  in  that  total  plus  any  adjustments  to  inventory  re- 
flected therein. 


this  column. 


Column.  5 - No  entry  will  be  made  on  line  1 of 


Column  7 - Enter  in  this  column  the  total  amount 
of  the  shipments  to  other  zones  as  shown  in  column  8 of  the  Stock 
Ledger  Control. 


Column  8 - Enter  in  this  column  the  total  amount 
of  shipments  other  than  those  to  other  zones.  This  amount  is  always 
the  difference  between  the  total  amount  shown  in  column  8 of  the  Stock 
Ledger  Control  on  the  line  "Total  for  Month"  and  the  amount  recorded 
in  column  7 of  this  report,  plus  any  recorded  adjustments  for  actual 
losses  in  Distributors  inventory. 

Column  9 - Enter  in  this  column  the  total  amount 
of  the  adjustments  for  losses  shorn  in  Zone  Warehouse  inventory  only 
in  columns  4 and  6 of  the  Stock  Lodger  Control. 

Column  10  - Enter  in  this  column  the  amount  ap- 
pearing in  column  12  on  the  "Total  to  Date"  line  of  tho  Stock  Ledger 
Control.  This  amount  is  always  the  difference  between  tho  sum  of 
columns  3,  4 and  5 and  the  sum  of  columns  7,  8 and  9 of  this  report. 


(2)  Distributors 


All  transactions  pertaining  to  Distributors  shall 
be  recorded  by  Distributors  starting  with  line  4 in  the  following 
manna  r : 


Column  3 - Tho  amount  to  be  inserted  will  bo  the 
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amount  appearing  in  column  6 (converted  into  pounds)  on  the  "Total 
to  Date"  lino  for  the  previous  month  in  the  Distributors  Ledger. 

Column  4 - No  entry  will  be  made  in  this  column 

for  any  Distributor. 

Column  5 - Enter  in  this  column  the  amount  shown 
on  the  "Total  for  Month"  line  in  column  4 in  the  Distributors  Ledger 
plus  any  amount  transferred  to  other  Distributors  in  the  same  Lone 
plus  any  losses  recorded. 

Column  6-  Enter  in  this  column  the  amount  appear- 
ing in  column  5 (converted  into  pounds)  on  the  "Total  for  Month"  line 
in  the  Distributors  Ledger. 

Column  7 - No  entry  will  be  made  in  this  column 
as  merchandise  returns  to  zone  warehouses  are  considered  as  reduction 
in  shipments. 


Column  8 - Enter  in  this  column  the  amount  of  all 
transfers  to  other  Distributors  operating  under  the  same  zone  as  re- 
flected in  column  4 in  the  Distributors  Ledger. 

Column  9 - Enter  in  this  column  the  amount  of  all 
losses  recorded  in  column  4 of  the  Distributors  Lodger. 

Column  10  - The  amount  to  be  recorded  in  this 
column  is  the  amount  appearing  in  column  6 of  the  Distributors  Ledger 
converted  into  pounds  and  is  always  the  difference  between  the  sum  of 
columns  5,  4 and  5 minus  the  sum  of  columns  6,  8 and  9 of  this  report 

After  all  entries  havo  been  recorded  and  verified 
columns  5 to  10  inclusive  shall  be  totaled. 

b.  Commodities  Other  than  Food 


(1)  Lone  Warehouses 

All  transactions  pertaining  to  the  zone  warehouse 
will  be  recorded  on  this  form  on  line  1 in  the  following  manner: 

Column  3 - Insert  the  quantity  on  hand  at  the  be- 
ginning of  the  month  as  shown  on  line  1 (Bro't  Forward)  in  column.  7 
of  the  first  shoot  of  the  Stock  Ledger  Control,  Form  DD-6,  for  the 
month. 

Column  4 - Insert  the  total  receipts  for  ship- 
ments from  LTA.  Sowing  Rooms  that  may  bo  included  in  column  3 of  the 
Stock  Ledger  Control. 

Column  5 - Insert  the  total  amount  of  receipts 
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other  than  shipments  received  from  WPA  Sewing  Rooms  that  may  be  in- 
cluded in  column  3 of  the  Stock  Ledger  Control.  This  amount  is  al- 
ways the  difference  between  tho  total  receipts  for  the  month  as  shown 
on  the  "Total  for  Month"  line,  minus  the  receipts  from  Sewing  Room 
plus  any  adjustments  to  inventory  reflected  therein. 

Column  6 - No  entry  will  be  made  on  line  1 for 

this  column. 


Column  ? - Enter  in  this  column  the  total  amount 
of  shipments  for  the  month  to  other  Zones  as  shown  in  column  4 on 
line  "Total  for  Month"  of  the  Stock  Ledger  Control. 

Column  8 - Enter  in  this  column  the  total  amount 
of  shipments  for  the  month  to  county  warehouses  as  shown  in  column 
5 on  line  "Total  for  Month"  of  the  Stock  Ledger  Control  plus  any  re- 
corded adjustments  for  losses. 

Column  9 - Record  in  this  column  the  total  amount 
of  the  adjustments  for  losses  shown  in  column  3 of  the  Stock  Ledger 
Control. 


Column  10  - The  amount  to  be  recorded  in  this 
column  is  the  amount  appearing  in  column  7 on  the  "Total  to  Date" 
line  of  the  Stock  Ledger  Control,  and  is  always  the  difference  be- 
tween the  sum  of  columns  3,  4 and  5 and  the  sum  of  columns  7,  8 and 
9 of  this  report. 


( Z)  County  Warehouses 

All  transactions  pertaining  to  county  warehouses 
shall  be  recorded  by  warehouses,  starting  with  line  4 in  the  follow- 
ing manner; 


Column  3 - The  amount  to  be  inserted  will  be  the 
amount  appearing  in  column  5 on  the  "Total  to  Date"  line  for  the  pre- 
vious month,  in  the  Zone  Warehouse  Ledger,  Norm  DD-8. 


Column  4 - No  entry  will  be  made  in  this  column 
for  any  Distributor, 

Column  5 - Enter  in  this  column  the  amount  shown  on 
the  "Total  for  Month"  line  in  column  3 in  the  Zone  Warehouse  Ledger, 
less  any  amount  transferred  to  other  county  warehouses  in  the  same 
Zone  plus  any  losses  recorded. 

Column  6 - Enter  in  this  column  the  amount  appear- 
ing in  column  4 on  the  "Total  for  Month"  line  in  the  Zone  Warehouse 
Ledger. 
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SECTION  VI 


Column  7 ~ No  entry  will  bo  made  in  this  column 
as  merchandise  returned  to  Zone  Warehouse  is  considered  as  a reduc- 
tion in  shipments. 


Column  8 - Enter  in  this  column  the  amount  of  all 
transfers  to  other  county  warehouses  operating  under  the  same  zone 
as  reflected  in  column  3 of  the  Zone  Warehouse  Lodger. 

Column  9 - Enter-  in  this  column  the  amount  of  all 
losses  recorded  in  column  3 of  the  Zone  Warehouse  Ledger. 

Column  10  - The  amount  to  be  recorded  in  this  column 
is  the  amount  appearing  in  column  5 of  the  Zone  Warehouse  Ledger 
and  is  always  the  difference  between  the  sum  of  columns  3,  4 and  5 
minus  the  sum  of  columns  7,  8 and  9 of  this  report. 

After  all  entries  have  been  recorded  and  verified, 
columns  3 to  10  inclusive  shall  be  totalled. 


Rev.  * 4.  Processing  Report,  Form  DD-54 

At  the  end  of  each  day  this  report  shall  bo  prepared  in 
duplicate  and  should  reflect  the  status  of  the . processing  operations 
for  the  day  being  reported.  The  original  copy  after  being  signed  by 
the  Zone  Supervisor  shall  be  forwarded  to  the  office  of  the  Director 
of  Distribution  in  Harrisburg,  and  the  duplicate  shall  be  retained 
by  the  Zone  Office  for  their  files. 

All  transactions  pertaining  to  this  phase  of  the  distribu- 
tion program  shall  be  recorded  on  this  form  in  the  following  manner: 

Opposite  the  word  "Commodity”  and  on  the  same  line,  in 
columns  1,  2,  3 and  4 shall  be  inserted  the  name  of  the  commodity 
being  processed.  When  more  than  one  type  of  commodity  is  being  pro- 
cessed the  transactions  shall  be  reflected  in  separate  columns.  Under 
no  consideration  should  a separate  form  DD-24  be  prepared  for  each 
type  of  commodity  being  processed. 

Line  1 - Allotment  - Enter  the  total  amount  of  the  allotment 
for  the  respective  commodity. 

Line  2 - Received  to  Date  - Enter  the  total  amount  of  the 
original  allotment  which  has  boon  received  to  date. 

Line  5 - Balance  Due  - The  amount  to  be  inserted  is  the  dif- 
ference between  the  amounts  appearing  on  lines  No.  1 and  No.  2. 

Line  5 - Processed  Items  on  Hand  Beginning  of  Day  - This 
amount  is  always  the  amount  shown  on  line  No.  9 of  the  report  for  the 
previous  day. 

Line  6 - Processed  this  Day  - Insert  the  amount  of  the  pro- 
Rev.  duction  for  the  day  being  reported. 

Cont . 
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Rev.  Cont.  Line  7 - Total  - This  amount  is  always  the  sum  of  the 

amounts  appearing  on  Lines  No.  5 and  No.  6. 

Line  8 - Shipped  this  Day  - The  amount  of  all  shipments 
to  zone  warehouse  or  other  made  during  the  day  shall  be  shown  on  this 
line . 

Line  9 - Processed  Items  on  Hand  End  of  Day  - This  amount 
is  always  the  difference  between  the  amounts  shown  on  lines  No.  7 
and  No.  8., 


Line  11  - Total  Items  Processed  to  Date-Previ ous  Day  - This 
amount  is  always  the  amount  appearing  on  line  No.  12  of  the  report 
for  the  previous  day. 

Line  12  - Total  Items  Processed  to  Dato-This  Day  - This 
amount  is  always  the  sum  of  the  amounts  appearing  on  lines  No.  5 and 
No.  11. 


Line  15  - Total  Shipments  to  Date-previous  Day  - This 
amount  is  always  the  amount  appearing  on  line  No.  14  of  the  report 
for  the  previous  day. 

Line  14  - Total  Shipments  to  Date-This  Day  - This  amount 
is  always  the  sum  of  the  amounts  appearing  on  lines  No.  8 and  No.  13. 

Line  15  - Balance  Unprocessed  - This  amount  is  always  the 
difference  between  the  amounts  appearing  on  lines  No.  2 and  No.  12. 

Line  15  - Number  of  Employees  - In  the  unit  columns  on  this 
line  insert  the  actual  number  of  employees  working  on  the  day  being 
reported,  on  the  respective  commodities  being  processed.  In  the  space 
provided  to  the  right  of  tho  caption  of  this  lino,  tho  total  of  all 
employees  shown  in  tho  unit  columns  on  this  line  shall  be  shown. 

Gains  or  Losses  - Any  gain  or  loss  in  number  of  units  shall 
be  explained  in  detail  on  the  reverse  side  of  the  last  report  covering 
tho  respective  commodity. 

COUNTY  OR  AREA  WAREHOUSES 


County  or  Area  Warehouses  are  concerned  with  the  following 
Forms,  Records  and  Reports  which  are  necessary  to  properly  account 
for  and  report  on  activities  within  a county  or  relief  area  in  con- 
nection with  the  distribution  of  commodities  other  than  food  commod- 
ities. 

A.  Clothing  Authorization,  SERB  Form  52-C 

B.  Delivery  R.cord,  Form  DD-20 

C.  Tally  Sheet,  Form  DD-19 

D.  Perpetual  Inventory  Card,  Form  DD-18 

E.  Inventory  Adjustment,  Form  DD-21 

F.  Monthly  Report  of  Commodity  Distribution,  Form  DD-9 
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These  forms  are  discussed  in  the  order  outlined  above. 

A.  Clothing  Authorization,  SERB  Form  52-C 

The  details  covering  the  receipt,  routing  and  the  disposi- 
tion of  Clothing  Authorizations  are  outlined  under  the  heading  of 
County  or  Area  Warehouses  in  Section  IV  of  this  Procedure. 

B.  Delivery  Record,  Form  DP- 20 

1.  Delivery  of  Commodities  by  Truck 

Delivery  Record  will  be  prepared  in  duplicate  from  Clothing 
Authorizations,  SERB  Form  52-C,  in  order  to  serve  as  a delivery  route 
sheet  for  the  truck  driver  making  deliveries  to  recipients  of  relief, 
as  well  as  a record  for  all  deliveries  or  returns  to  the  warehouse. 

Copy  S is  retained  in  the  warehouse  as  a check  on  the  mer- 
chandise being  delivered  and  copy  1 is  given  to  the  truck  driver  as 
a guide  in  making  deliveries. 

The  information  required  by  this  form  is  as  follows: 

Date  - Date  of  delivery. 

County  or  Area  - Name  of  County  or  Area 
Tally  Sheet  Number  - The  number  of  the  Tally  Sheet 
applicable  to  the  shipment. 

Authorization  Number  - SERB  52-C  number 
Name  - Name  of  Recipient 
Address  - Street  and  number  of  recipient 
City  and  County  - Name  of  City  and  County  where  recipient 
resides. 

Number  packages  - Number  of  packages  covered  by  the 
Auth  orizati on . 

Packages  Returned  - Number  of  packages  returned,  reason  for 
non-delivery  and  the  disposition  of  the  packages  noted. 

The  Delivery  Record  must  be  signed  by  both  the  truck  driver 
and  the  Receiving  Clerk  and  returned  to  the  warehouse  for  filing,  with 
the  Tally  Sheet  prepared  on  the  shipment. 


2.  Return  of  Commodities  to  Zone  Warehouses 


Details  on  the  use  of  the  Delivery  Record  for  this  purpose 
is  explained  under  Zone  Offices  in  this  section  of  the  Procedure. 

C.  Tally  Sheet,  Form  DD-19 

After  Clothing  Authorizations,  SERB  Form  52-C,  have  been 
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filled  and  packed  they  shall  be  recapitulated  on  Tally  Sheet,  Form 
DD-19  which  shall  be  numbered  in  numerical  sequence.  These  forms 
shall  show  the  quantity  by  size  and  classification  of  all  deliveries 
made . 


The  following  information  shall  be  inserted  in  the  spaces 

provided: 


Stock  Number  - Identification  number 
Description  - Name  of  Commodity 
Size  - Size  of  commodity  disbursed. 

Number  of  Cases  and  Persons  Benefited  - In  this  column 
reflect  the  number  of  persons  represented  by  each  SERB  Form  52-C 
filled.  The  number  of  such  entries  will  represent  the  number  of 
cases  benefited.  This  information  is  to  be  used  in  compiling  Monthly 
Report  of  Commodity  Distribution,  Form  DD-9. 

After  the  Tally  Sheet  has  teen  completed  for  shipping 
purposes  the  total  disbursements  for  the  individual  items  shall  be 
posted  to  the  respective  perpetual  inventory  cards  as  a disbursement. 
When  all  postings  have  been  made  the  Tally  Sheet  forms  shall  be 
filed  in  numerical  sequence  in  monthly  groupings, 

D,  Perpetual  Inventory  Card,  Form  DD-1S 


A perpetual  inventory  card  shall  be  maintained  for  each 
type  r'f  commodity  and  shall  show  the  following  identifying  infor- 
mation: 


Article  - Name  of  Commodity 


Stock  Number  - Identification  Number 

Size  - Size  of  Article 

« 

The  following  information  will  be  recorded  on  these  cards: 

Column  1 - Date  - Insert  the  date  of  receipt  of  additional 
stock,  distribution  or  any  adjustments  recorded. 

Column  2 - Receipts  - Insert  the  number  of  articles  re- 
ceived for  distribution,  other  than  merchandise  returned  by  recip- 
ients of  relief. 


Column  3 - Disbursed  - Insert  the  number  of  articles 
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distributed  to  recipients  of  relief  as  shown  on  Tally  Sheet,  Form 
DD-19 , prepared  each  day.  Merchandise  returned  will  be  recorded 
from  Inventory  Adjustment,  Form  DD-21  as  a reduction  to  Disburse- 
ments. 

Column  4 - Balance  - The  amount  to  be  reflected  here  is 
always  the  difference  between  the  sum  of  columns  2 and  3, 


E.  Inventory  Adjustment,  Form  DE-21 


The  warehouse  Foreman  shall  maintain  the  Inventory  Adjust- 
ment form  for  accumulating  the  adjustments  occasioned  by  losses  or 
merchandise  returned  for  stock.  At  the  end  of  each  month  the  entries 
reflected  on  this  form  shall  be  totaled  on  the  last  line.  If  the 
net  total  represents  a net  loss  the  amount  shall  be  recorded  as  a 
disbursement  to  the  respective  perpetual  Inventory  Card,  Form  DD-18. 
If  it  represents  a net  return  of  merchandise,  the  entry  will  be  a 
credit  to  disbursements. 


F • Monthly  Deport  of  C- ommodity  Distribution,  Form  DP- 9 


At  the  end  of  each  month  the  Monthly  Report  of  Commodity 
Distribution  shall  be  prepared  in  three  (3)  copies  and  disposed  of 
as  follows: 

Copy  1 forwarded  to  Zone  Office  for  its  file,  copy  2 for- 
warded with  copy  1 to  the  Zone  Office  for  transmittal  to  the  office 
of  the  Director  of  Distribution  in  Harrisburg  and  copy  3 retained 
by  the  warehouse  for  its  file. 

The  report  provides  for  entering  the  name  of  County  or 
Area  warehouse,  the  month  being  reported  and  the  name  of  the  Zone 
in  which  the  warehouse  operates.  The  columns  on  the  form  show  the 
following  information: 

Column  1 - Enter  the  name  of  the  commodity  being  reported. 

Column  2 - Enter  the  quantity  on  hand  at  the  beginning 
of  each  month  for  each  commodity,,  This  amount  should  always  be 
the  amount  reflected  in  column  6 of  this  report  for  the  previous 
month. 


Column  3 - Enter  the  quantity  of  each  commodity  received 
during  the  month. 

Column  4 - Enter  the  sum  of  columns  2 and  3. 

Column  5 - Enter  the  net  quantity  distributed  for  each 
commodity  during  the  month. 
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Col\)mn  6 - Enter  the  difference  between  the  amounts  re- 
flected in  columns  4 and  5. 

Column  7 - Enter  on  the  total  line  only  for  this  column 
the  number  of  unduplicated  cases  and  persons  benefited  as  reflected 
by  the  Tally  Sheet,  Form  DD-19 , recorded  during  the  month.  No 
entries  should  be  recorded  opposite  each  commodity  in  this  column. 
After  all  entries  have  been  recorded  and  verified,,  each  column  shall 
be  totaled  and  all  copies  of  the  report  signed  and  dated  by  the 
Warehouse  Foreman, 
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